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NAVY CAREER | NFORMATI ON PROGRAM
| NTRODUCTI ON

1. The primary goal of the Navy Career Information Programis
to ensure each Sailor is provided with a sufficient quantity and
quality of career information, in a tinely manner, to allow them
to make sound career decisions. The foundation of a successful
programis the commtnent of the chain of command to ensuring
every Sailor is provided the guidance and opportunity to

succeed.

CAREER | NFORMATI ON PROGRAM
1. The Career Information Program provides the basis for
establ i shing and managi ng an effective Career Devel opnent
Program It is designed specifically to engage the career
counsel or and the chain of command in the career devel opnent of
Sai l ors.
2. The Career Counsel or Handbook identifies the follow ng
el enents as the foundation to a successful career devel opnent
program for both active and reserve conponents:

a. Career Devel opnent Program Managenent.

b. Career Devel opnent Team

c. Command Sponsor and | ndoctrination Program

d. Career Devel opnent Board.

e. Navigational Tracks.

f. Program Revi ew.
3. These prograns are the first step in conplying with the
Chi ef of Naval Operation’s directive that no Sailor wll be left
behind. The success of this programw || reflect the chain of

command’ s comm tnment and conti nued i nvol venent once the
foundations are in place.
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4. The basics of retention include six key prograns: command
sponsorshi p, command i ndoctrination, career devel opnent boards,
ment or shi p, Orbudsman prograns, and recognition progranms. These
efforts provide our best opportunities to prove we are truly
concerned with the well-being, professional success and famly
support of our Sailors. They set the tone which determ nes

whet her our shipmates and their famlies ultimately choose to
“stay Navy.” |If we are “brilliant on the basics”, then we wll
be successful Navy-wde with a force made up of the right
Sailors, with the right skills, ready to answer all bells, today
and into the future.

D. P | NN
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel

Di stribution:
El ectronic only, via BUPERS Wb site
http://npc. navy. ml/
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CHAPTER 1

CAREER DEVELOPMENT PROGRAM ( CDP) MANAGEMENT

1. Conmmand Career Counselor (CCC)/Reserve Unit Career Counsel or
(Unit CC) will ensure that all Sailors are given every
opportunity to develop their careers to the fullest potential.
This is acconplished through the effective managenent,

di rection, devel opnent, and training of the Career Devel opnent
Team (CDT). The CCC/ Unit CCis responsible to the Commandi ng
Oficer (CO and reports directly to the Comand Master

Chi ef / Chi ef of the Boat/Senior Enlisted Leader (CMJ COB/ SEL) for
all matters related to CDP and policies. The CMJ COB/ SEL and
CCCO Unit CCteamis the focal point for enlisted career

devel opnment initiatives wthin the command and ensures al
Sai l ors have every opportunity to excel.

2. An effective programis the result of a coordinated effort
of the entire chain of command. There are a nunber of | ogica
steps to take in setting up a CDP that contains all the elenents
listed in this chapter. OPNAVINST 1040.11C is designed to
function as a stand-al one docunent for all Navy conmmands. The
followwng itens wll assist in devel oping an effective and
successful CDP

a. Discuss the career information programand its benefits
wi th the command | eader shi p.

b. Conduct, annual programreviews as outlined in appendix |A

c. Ensure the command has an active, trained CDT

d. Ensure all nmenbers of the CDT understand the val ue of
custoner service and that each conpletes the Navy Customer
Servi ce Manual course (NAVEDTRA 14056) via Navy Know edge on
Li ne (NKO) .

e. Solicit I'medi ate Superior in Command/ Type Conmander
(I'SIC TYCOM) support as necessary.

f. Assign a counselor for every 30 Sail ors.

g. Alowanple tine to provide counseling to Sailors within
the unit, division or work center.

1-1
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h. Ensure the Commanding O ficer (CO provides performance
feedback utilizing appendix|B/for all initial tour CCCs/Unit CCs.

1.1. Ofice Oganization Procedures and Budget

a. The career counsel or should have suitable office space
Wi th access to private counseling. Additional requirenents
include: a conputer systemthat is capable of running Career
Devel opnment Prograns (CDP), and associ ated online prograns,
voi ce and data communi cations and internet capability as
pl atform al | ows.

b. An excellent tool to ensure proper office organi zation
is SECNAV M 5210.2 of July 2008.

c. The Career Information Managenent System (CIMS) is the
primary nmeans to plan, schedule, and track CDP activities. Use
of additional tinme managenent tools is encouraged. Sone formats
may i ncl ude:

(1) Ms Ofice Suite.

(2) Navy Leadershi p Devel opnent CGuide (NLDG) | ocated on
NKO under the | eadership tab

(3) Personal Digital Assistant (PDA).

d. During Planning Board for Training (PBFT), or command’ s
alternative scheduling vehicle, the CCC Unit CC should ensure
that the follow ng are added to the command schedul e:

(1) CDBs.
(2) Reenlistnents/retirenents.
(3) Monthly/quarterly CDT neetings.

(4) Additional career devel opnent related itens

e. Use SECNAVI NST 5216.5D as a guide to ensure al
correspondence is correct.

1-2
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f. Manual s/instructions/ nmessages can be found at
www. npc. navy. m | under reference library. Manuals/lInstructions
can al so be found on the BUPERS CD

g. Establishing an annual budget is an essential conponent
of an effective CDP. One of the first priorities should be a
review of the career counsel or budget, which should be updated
annually. Some of the following itens are recommended:
(1) Reenlistnment/retirenent itens include:
(a) Discharge pins/retirenent pins.
(b) Retirenent fl ags.
(c) Coins/ pl aques/ command phot o.
(d) Reenlistnent pens.
(e) Cakes.
(2) Tenporary Additional Duty (TEMADD) to include:
(a) Navy Counsel ors Associ ation (NCA) Synposium
(b) Detailer/CCD visits.
(c) Pre-deploynent briefs.
(d) Training, etc.
1.2. Retention Statistics and Reports. The CCC/ Unit CCis
responsi bl e for maintaining and nonitoring retention statistics
and preparing nonthly or quarterly reports for submssion to the

CO using appendi x |C| To gain access to Navy Retention
Monitoring System (NRMS) see appendi x |D.

1.3. Program Success. The tools presented in this chapter
touched on several topics that wll help to ensure success. One
of the best resources beyond the instructions and manuals is

ot her counselors. It is inperative at all levels to maintain a
net wor k t hrough conti nuous conmmuni cati ons.

1-3
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CHAPTER 2
CAREER DEVELOPNMENT TEAM ( CDT)

2.1. Career Devel opnment Team Buil di ng

1. A well trained and organi zed CDT engages the entire chain of
command and provides a neans to guarantee continuity in career
devel opnment efforts and individual professional growh. An
effective CDT is the key ingredient of a successful CDP
Properly organi zed, efficient CDIs directly reflect the support
of the organi zation and everyone in the chain of conmand.

Active involvenent of the chain of command fromthe top down is
the key elenment to a successful CDP

2. Far too many commands have structured their CDT to rely too
heavily upon the CCC to provide the majority of all services
relating to career developnent. This frequently |eads the
command to adopt a one-to-one counseling phil osophy that demands
the CCC to personally contact all Sail ors whenever career

devel opnent-rel ated matters are invol ved.

3. Building an entire program around a single individual (or
relatively few individuals) has serious drawbacks because the
absence of the key person (permanently or tenporarily) ends the
program The organi zation nust then be restructured around the
personality and capabilities of their replacenment. This results
in a constantly changing programthat is not understandabl e by
the Sailors it is designed to serve, nor does it function
continuously at a high |evel of efficiency.

4. By organizing a command-w de CDT, the CCC/Unit CC assunes
the role of CDP teamleader. The CCO Unit CC s responsibilities
i ncl ude managenent, training, admnistration of the CDP

internal public relations, and other facets of the CDP. As the
team | eader, one-on-one counseling is reduced.

5. To make the process work, the chain of command nust assune
responsi bility for conducting routine training. The m ninmm
career information training required is the Career Devel opnent
Tr ai ni ng Course (CDTC).

6. Proper organi zation of counseling activities provides the
foll ow ng benefits:
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a. Increased credibility of the chain of command.

b. An increase in the counseling expertise of supervisory
personnel .

c. Alower client-to-counselor ratio.

d. Better-inforned Sail ors.

e. Mre tine for CCCs/Unit CCs to oversee the program and
counsel individual Sailors that requires their expertise and
experi ence.

f. Increased program effectiveness.

7. The conposition of the CDT includes, but is not limted to
t he:

a. CO

b. Executive Oficer (XO.

c. CMJ COB/ SEL.

d. CCCuUnit CC

e. Departnent heads/division officers.

f. Departnent/division |eading chief petty officers.
g. Departnent/division career counsel ors.

Not e:  OPNAVI NST 1040. 11C provi des career devel opnent team scope
of responsibility.

2.2. Departnent/Division Career Counselors

1. Counselors should be selected based on their ability to be
effective communicators. Geat care nust be taken in the
selection of Sailors to fill these key positions. Success
depends upon the command’s willingness to assign the BEST
Sailors to the CDT.

2-2
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2. Commands nust avoid assigning Sail ors whose ot her
responsibilities are too demandi ng. Large departnents and

di vi sions may need to assign nore than one counselor to neet the
30:1 client to counselor ratio.

3. Large commands are encouraged to assign full tine
departnmental CCs. |It’s highly recomended that full tine
departnental CCs attend the 4-week CCC course (A-501-0011).
Unit CCs nust attend the 2-week Career Information course
(R-501-0005). These courses are identified in the Catal og of
Navy Trai ni ng Courses (CANTRAC).

4. To effectively manage the career devel opnent of Sail ors,
command | eadership nust hold all CDT nenbers accountabl e.

2.3. CDT Meetings

1. CDT neetings are critical to the success of the program
Meetings provide rapid distribution of information, information
exchange, problem sol ving, and deci sion-naking. A neeting can
be an occasion where a group’s collective know edge i s updated
and increased. A successful neeting creates a commtnent to
group deci sions and goals on the part of each person attending.

2. Mnthly neetings are critical to an effective program
These neetings keep the team up-to-date on program and policy
changes and al | ow conti nuous nmonitoring of Sailors’ professiona
devel opnent. The neetings wll be schedul ed via Pl anni ng Board
for Training (PBFT) or the conmand’s al ternative scheduling
vehicle. At a mninmum the following itens will be on each
nmeeti ng’ s agenda:

a. Revi ew career intentions to include:

(1) Expiration of Active Obligated Service/Projected
Rot ati on Date/ Hi gh Year Tenure/Perform To Serve and Career
St at us Bonus ( EACS/ PRD/ HYT/ PTS/ CSB) .

(2) For Reserve Conponent Sailors: Expiration of
ol i gated Service (EOS)/ PRD HYT/ AGE 60/ M3 B- Sel ecti ve Reserve
(SR)/ Reserve Incentive Bonus eligibility/Recruiting
Sel ective Conversion Reenlistnment (RESCORE) progress.

2-3
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b. Reviewresults of all CDBs fromthe previous nonth.

c. Review all career devel opnent rel ated issues.

d. Review recent NAVADM NS, new prograns, and policies.
3.  Per OPNAVI NST 1040.11C, the CO should chair a command CDT
nmeeting at least quarterly. It is recommend that COs invite the

command OVBUDSMAN to participate as a team nenber.

2.4. Conponents of a CDT Meeting

1. Agenda. The agenda is the core of the neeting and shoul d
contain a chronol ogi cal sequence of the issues you intend to
cover during the neeting.

a. Agenda itens should be detail ed enough to informthe
team of exactly what will be discussed at the neeting.
Distribute the agenda to all attendees prior to the neeting.

b. Each item shoul d be annotated, “For Information,” *“For
Revi ew’ or “For Action”.

2. Meeting Preparation. Ensure the space to be used is ready
and all necessary audi o/ visual equipnent is in working order.
Test the audio/visual at least 15 mnutes prior to the neeting.
Reserve a space/roomwel|l in advance that is |arge enough for
your expected audi ence.

a. Prepare enough handouts for the audience.
b. Confirmand prepare for guest speakers, if necessary.

3. Mnutes of the Meeting. The mnutes of the neeting are
i nportant and shoul d include the foll ow ng:

a. The start tine/end tine, date, place held and nenbers
present/ absent.

b. Al agenda itens di scussed and deci sions nade; if action

i s agreed upon, the nane of the nmenber responsible for the
action, and expected conpl etion date.

2-4
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c. The date, tinme, and place of the next neeting. (By
establishing a consistent neeting tinme and place, all attendees
will be able to schedule themas a recurring itemon their
cal endar.)

4. Cancellation of the Meeting. |If a neeting nust be

cancelled, do it as far in advance as possible so all concerned
can reschedul e accordingly.

2-5
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CHAPTER 3
TRAINING

3.1. Purpocse. Training is the key ingredient to a successful
CDP and is necessary to assist in providing adequate and
accurate career information to our Sailors. This chapter
addresses training required in addition to the minimum
requirement of the Career Development Training Course (CDTC).

3.2. Discussion. Career Counselors must have the most up-to-
date techniques, technology and information. It is imperative
that career counselors are computer literate and use the latest
tools to make them more productive and efficient. Additionally,
CDT members are key ingredients in a successful CDP. Team
members need to possess and maintain the knowledge, skills, and
abilities necessary to function as a career counselor.

3.3. CDT Training. Properly trained CDT members have a
positive impact on Sailors, thus enhancing their value to the
command’s CDP. The CDT and supervisors are considered trained
and qualified to assume their responsibilities after they attend
a CDTC.

a. CCCs must recelve formal training by attending the
4-week CCC course (A-501-0011). Unit CCs must attend the 2-week
Career Information course (R-501-0005). These courses are
identified in CANTRAC. Many successful commands send department
counselors to the CCC course. Quotas must be obtained via their
ISIC/TYCOM. Additional training is provided via regional career
counselors/ISIC/TYCOM.

b. The primary source of training for CDT members is the
CDTC. Lesson guides for this course can be found on the Navy
Personnel Command (NAVPERSCOM) Web site > Career Info > StayNAVY
> Counselors Corner > CCC Tools > Counselors Training Files.
CCC/Unit CCs and subject matter experts should instruct the
CDTC. Additional training on Navy Career Tools in appendix|E
provides an overview of what’s available to Sailors and the
career counselor community that supports professional career
development. ISICs, Common Support Directorates, and Regional
Commander Reserve Components offer training to subordinate and
supported commands.
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c. Oficers, chief petty officers, and petty officers are
hi ghly encouraged to attend the CDTC. Special enphasis should
be placed on the supervisor’s role in the CDP. This training
provi des the know edge required to answer questions and assi st
Sailors with making an infornmed career decision.

d. The training |level for departnent/division CCs nust be
mai nt ai ned at 100 percent and docunented in the El ectronic
Service Record (ESR) via NSIPS. Training is defined as having
attended the CDTC during the current tour and conpleting the
Navy Customer Service Manual (NAVEDTRA 14056) via NKO  These
requi renents nust be acconplished as a prerequisite to becom ng
a departnent/ division CC

e. CCs will provide nonthly training for the CDT. Training
shoul d be designed to support CDTC | esson topics and provide
up-to-date program and policy information.

3.4. Area Training. CCCs assigned to TYCOVs, Force or Common
Support Directorates, Regional Commanders Reserve Conponents,

ot her echelon 3 commanders, and ISICs will provide training to
subordi nate and supported CCs in the follow ng conputer systens
and prograns:

a. CDP managenent dat abases, Cl M.

b. NAVPERSCOM Honepage, BUPERS On- Li ne, ARGUS

c. Performto Serve (PTS).

d. Career Managenent SystemInteractive Detailing (CVS/ID).

e. Oficer Personnel Information System Career Status
Bonus, Sel ective Reenlistnment Bonus (OPINS, CSB, SRB, Fleet
Reserve and Retirenent, etc..)

f. Navy Retention Monitoring System (NRMS).

g. FleetRIDE

h. Navy Know edge Online (NKO).

i. PCEDVR

3-2
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J. Navy Career Tools suite.

k. Quota request procedures and pre-requisites to attend
the CCC/ Unit CCincluding ability to use and understand CANTRAC

I . Time managenent tools.
m  CDT organi zati on and neeti ngs.

n. Sem - Annual or as needed revi ews of each departnent/
di vision/unit CDP

0. Monthly report to the CO

p. New prograns and policies as appropriate.

3-3



NAVPERS 15878K
20 Apr 09

CHAPTER 4
COMVAND SPONSOR AND | NDOCTRI NATI ON PROGRAM

4.1. Sponsor and I ndoctrination Program

1. OPNAVI NST 1740. 3C provides requirenents to establish the
Command Sponsor and I ndoctrination Program This chapter

provi des an overvi ew of the command sponsor and indoctrination
program

2. Command sponsor and indoctrination prograns are designed to
facilitate the adaptation of a Sailor and their famly into a
new working and living environnment, to mnimze the anxiety
associated wth a Permanent Change of Station (PCS) nove and to
afford Sailors and their famlies their greatest opportunity for
a successful and productive tour of duty.

4.2. Policy

1. Command sponsor and indoctrination responsibilities begin
upon recei pt of PCS orders and continue until the Sailor has
becone integral part of the new command and is fully cogni zant
of all policies, prograns, services, and responsibilities.

2. CGOs shall appoint command sponsor and indoctrination
coordi nators per OPNAVI NST 1740. 3C

3. COMJ COB/ SEL shall oversee the conmand sponsor and

i ndoctrination programand ensure that the Command Sponsor
Coordi nator (CSC) and Indoctrination Program Coordi nator have
access to coordinator tools per OPNAVI NST 1740. 3C.

4.3. Sponsor Assignnments. It is inportant for sponsors to be
enthusiastic, willing to help people, and have a positive
attitude toward the Navy, command, and |ocal conmmunity.

Sponsors should be famliar with the command and its | ocation or
homeport, know edgeabl e about avail abl e resources, and fam i ar
wi th applicabl e command procedures and instructions.

a. Commands shall ensure all sponsors conplete sponsor
training provided by local Fleet Fam |y Support Centers (FFSCs)
prior to executing sponsor related duties.
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b. Assigned sponsors are equal or higher paygrade (at | east
E5) to arriving Sailors.

c. Requesting a Sponsor. Upon receipt of PCS orders, al
menbers transferring must be counsel ed concerni ng the advant ages
and benefits to be gained fromusing a sponsor. |If avail able,
refer the Sailor to MIlitary Honefront Wb site at
http://www mlitaryhonmefront.dod. ml/.

d. Assigning a Sponsor. Procedures for assigning a sponsor
are | ocated on the NAVPERSCOM Wb site. Navigate to Honme>Career
| nf 0>St ayNAVY>CI MS. Downl oad t he procedures for “assigning
sponsors”.

e. Check-in Process. Conmands shoul d ensure an efficient
and sinple check-in process. The nunber of check-in points
shoul d be kept to a mninmum Check-in points of contacts should
be properly trained in custoner service etiquette. Having a
positive attitude sets the proper tone for a transitioning
menber aboard the conmand. The Navy video “The First 72 Hours”
provi des excellent training and insight toward illustrating this
point. A positive check-in experience includes, but not limted
t o:

(1) Command nanetag and ot her organi zational clothing
(ball cap, PT gear, etc.).

(2) Pre-assignnent of rack, bedding, rack curtains and
| ocker.

(3) Providing a hot neal upon arrival, regardl ess of the

(4) Informal egress training, as required

(5) Assign to each duty section a duty sponsor to help
menbers who report after normal working hours. Ensure duty
sponsors provide the sane support after hours as provided for
any Sailor reporting during normal working hours.

4-2
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4.4. Indoctrination Program

1. In addition to topics listed in OPNAVINST 1740. 3C, the areas
and activities listed bel ow are good topics for indoctrination.

a. Command m ssi on.

b. CO s welconme aboard brief.
c. CMC/COB/SEL brief.

d. CDTC

e. First Term Success Wbrkshop (FTSW/ Reserve Affiliation
Success Wirkshop (RASW.

f. Command policy to include conmand organi zati on, conmand
orders, battle bill, and the damage control and watch standi ng
organi zati on as appropri ate.

g. An orientation tour of the unit/station.

h. The operating schedul e.

i. Standards of conduct, command performance and eval uation
standards, |eave, and liberty.

] . Basic damage control training.
k. Religious facilities and services offered.

. Navy exchange facilities and services offered (including
ship’s store operations and benefits avail abl e).

m Navy Relief facilities and services offered.
n. Legal services.

0. Medical and dental facilities and services.
p. Red Cross.

g. FFSCs.

4-3
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r. Postal services briefing.

s. Personnel Qualification Standards (PQS) orientation in
general skills.

t. Disbursing services.

u. Safety.

v. Public affairs.

w. Education services.

X. Orbudsman functions.

y. Nearby bases and facilities.

z. Mrale, Wlfare, and Recreation (MAR) services and
facilities.

2. The Conmmand Sponsor and I ndoctrination Prograns are key

el ements of preparing Sailors for a successful tour of duty. It
is inperative that all commands provide the best possible
support for their newy arriving shipmates and their famlies.

4-4
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CHAPTER 5
CAREER DEVELOPMENT BOARD ( CDB)

5.1. Purpose. CDBs are the primary delivery nmethod to ensure
Sailors are provided the gui dance necessary to nmake i nforned
career decisions based on current Navy policies, prograns and
pr ocedur es.

5.2. Discussion. CDBs provide all enlisted Sailors the
opportunity for optiml devel opnent of their professional
skills, both mlitary and technical, thereby enhancing unit
readi ness, individual upward nobility, job satisfaction and
ultimately the retention of the best qualified Sailors. The
chain of command will ensure Sailors appear before a CDB per
OPNAVI NST 1040. 11C

5.3. Board Conposition

1. Command |level CDBs will be chaired by the CMJ COB/ SEL
Menbers will include CCC/Unit CC, and be augnented by depart nment
LCPCs, Educational Services Oficer (ESO, Personnel/Pay

Speci alist, Mentor and various other departnent CDB nenbers as
di rect ed.

2. Departnent level CDBs will be chaired by the departnent
LCPO. Menbers will include division chief petty officers
(CPGs), leading petty officers (LPGs), departnent career
counsel ors, and be augnmented by ESGOs, Personnel/Pay Specialists
and Mentors as directed.

5.4. Command CDB. Command |evel CDB will be conducted for al
Sailors within 30 days of reporting. Drilling Reservists wl|l
be seen within the first 3 drill weekends. Additionally,
candi dates wi || appear before the CDB for the foll ow ng
reasons/ requests:

a. Recommended by departnent CDB
b. 24 nonths prior to HYT and those requesting HYT waivers.

c. Striking for a rating.
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d. Professional Apprenticeship Program Tracks (PACT) (18
Mont h) .

e. Cass “A’” school requests.

f. National Call to Service (NCS) Sailors (request to
remain on active duty).

g. Rating conversion/reversion. For rating qualification
determ nation utilize appendi x |F.

h. Not approved for in-rate reenlistnment or conversion by
34 rollover (PTS).

i . Comm ssioning program applications.

]. Special Prograns as required.

k. Transfer/Separation as required.

. Reserve Conversion/Navy Veteran/ G her Service Veteran
( RESCORE/ NAVET/ OSVET) personnel with 1 year on board who have
not conpleted | ateral conversion prerequisites.

m Non sel ect for ES8/9.

n. Sailors may attend for other reasons and upon nenber’s
request .

5.5. Departnent CDB. Professional growh and goal setting is
the key to enhanced career planning and notivation. Reserve
Unit CDB's will see all Reserve Conponent Sailors annually.
Appendi x |G|of this handbook provides the format for the

| ndi vi dual Career Devel opnent Plan (1 CDP).

a. Departnent level CDBs wll see all Sailors as stipul ated
bel ow

6 Month 48 Mont h Perform To Serve

12 Mont h 60 Month CVs/ID (13 nonths prior to
PRD)

24 Month Tr ansf er/ SEP

36 Month Speci al Prograns

5-2
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b. Additionally, Sailors will appear before this board for
the foll om ng reason/request:

(1) Advancenent exam nation PNA (x3), standard score of
40 or bel ow, sel ection board not eligible, and exam nation
failures.

(2) Non-select for E7/8.

(3) Records review for E7/8 selection board candi dat es.

(4) Sailors may attend for other reasons and upon
menber’ s request.

5.6. CCC/ Unit/Departnment Career Counsel or Responsibilities and
Pr ocedur es

1. Indoctrinate all newy reporting Sailors on CDB process.
2. ldentify Sailors that require a CDB using Cl M.

3. ldentify and schedul e an appropriate space suitable to
conduct CDBs (with the assistance of the CMJ COB/ SEL as needed).

4. Dissemnate CDB schedule via: Plan of the Day/ Wek/ Mnt h,
Fl'ight Schedule, Site TV, and e-mail (all CPQs).

5. ldentify and notify the CDB board nenbers and Sail ors of
time and | ocation.

6. Provide personnel records and information as required for
review by the CDB, i.e., CIMS Electronic Service Record (ESR)
Menber Data Summary Page, |ndividual Career Devel opnent Pl an
(1CDP), Electronic Training Jacket (ETJ), SMART Transcri pt.

7. Docunent CDB board nenbers, mnutes, recommendations and
approval or disapproval coments within CIMs. [If CIM is not
avai l abl e, maintain CDB m nutes for 2 years.

8. Follow up as needed.
5.7. CDB Discussion Topics. In addition to topics on the | CDP

the topics listed bel ow are reconmmended for discussion at the
CDB.

5-3
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Fam liarization with individual Sailor’s background

(personal history).

b.

Command m ssion, vision, guiding principles, and Sail or

expect ati ons.

C.

d.

| nt roduce established CDP

Armed Services Vocational Aptitude Battery (ASVAB)
Mlitary standards.

Check-in/indoctrination process review.
National Call to Service (NCS)

Advancenent requirenents.

Rating or “A” school selection (GENDETS/ PACT).
Navy Basic Intelligence Training (NBIT).
RESCORE- R.

Reserve I ncentive Bonus/ MdB-SR Eligibility.
Performto Serve (PTS).

Hi gh Year Tenure (HYT).

Navy Reserve Affiliation

Navy Career Tools suite.

5-4
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CHAPTER 6
NAVI GATI ONAL TRACKS

6.1. Tinelines. An effective tineline readily identifies

Sail ors approaching a critical career decision point. Early and
continuous intervention ensures every Sailor has the information
needed to make an infornmed decision. To this end, every command
must track the progress of each Sailor and provi de necessary

gui dance and counseling to support that decision.

1. CGM is an on-line transactional systemwhich will follow
Sail ors throughout their career. CIMSis fully integrated wth
Navy Standard I ntegrated Personnel System (NSIPS) and avail abl e
to all CCs who have a PKI Certificate. Access to CIMs can be
obtained via the web or disconnected NSIPS Wb Afl oat server.

2. To gain access to the CIM5, go to the NAVPERSCOM Wb site at
wwmv. npc. navy. m | and navigate to Hone > Career Info > StayNAVY >
ClMs. Download the Cl M5 CCC Account docunent and follow the
procedures to gain access.

3. The followng matri x provides the tinelines for CDB
conpletion to be docunented in Cl M.

CDB Type Action to taken
. Command CDB for all Sailors within 30 days of reporting
Reporting or 3 drill weekends
6 Month Al Sailors that have been onboard for 6 nonths.
12 Mbnth Al Sailors that have been onboard for 12 nont hs.

18

Mbnt h All Sailors in the Professional Apprenticeship Program
Tracks (PACT) program

24

Mont h All Sailors that have been onboard for 24 nonths.

36 Mont h Al Sailors that have been onboard for 36 nonths.
48 NMont h Al Sailors that have been onboard for 48 nonths.
60 Month Al Sailors that have been onboard for 60 nonths.

6.2. Transition and Counseling Tineline

1. Transition counseling and assi stance positively inpacts
retention and m ssion readi ness by providing professional career
devel opnent resources to Sailors. Effective transition

assi stance ensures that Sailors who transfer to the Navy Reserve
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or decide to separate and return to the civilian sector as
productive citizens and anbassadors for the Navy. OPNAVI NST
1900. 2B is very specific regarding separation gui dance.

2. Transition counseling and transition benefits are separate
and distinct. Services refer to permanent prograns for al
separating nmenbers (voluntary or involuntary) that provide
career change information. Personnel transferring to the Fleet
Reserve or retiring should begin transition counseling or
Transition Assistance Program (TAP) at the 24-nonths prior to
End of Active (bligated Service (EACS).

BELE/]E?E TRANSI TI ON AND COUNSELI NG TI MELI NE
EACS ACTI ON TO BE TAKEN
E7 and above Sailors retiring/transferring to the Fleet
24 mont hs Reserve attend TAP. Conplete DD 2648, Pre-separation

Counsel i ng Checkli st.

E6 and below Sailors retiring/transferring to the Fleet
18 nonths | Reserve attend TAP. Conpl ete DD 2648.

- Schedul e TAP cl ass. Separating/undeci ded Sail or
conpl etes DD Form 2648.

- Direct Sailor to Turbo TAP for their |ndividual

12 nmonths |Transition Plan (ITP).

- Sailor nust present copy of conpleted DD 2648 when
they attend TAP.

CO interviews undeci ded and separating Sail ors and
11 nonths |spouses based on departnent recomendati on.

- TAMP coordi nator validate TAP cl ass conpl eti ons or

6 nmont hs bef ore EACS.
- CCCOUnit CC coordinates Navy Reserve benefits
counsel i ng.

9 nont hs

6- 2
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TI VE
BEFORE TRANSI TI ON AND COUNSELI NG TI MELI NE
EACS ACTI ON TO BE TAKEN

- PTS di sapproval s conpl ete DD 2648.

- NCS Sailors conplete DD 2648.

- Schedul e TAP class. Sailor nust present copy of
conpl eted DD 2648 when they attend TAP.

6 nont hs - Confirmconpletion by CCCJUnit CC. Go to Reserve
affiliation tineline.

- CCOUnit CC coordinates Navy Reserve affiliation
counseling. Direct Sailor to Turbo TAP for their |TP.

Schedul e TAP cl ass.

CCC/ Unit CC coordi nates Navy Reserve affiliation
counsel i ng.

5 nmont hs Direct Sailor to Turbo TAP for their ITP. Sailor mnust

TAP.

10 U.S. C., 1142 deadline for TAP/ Navy Reserve Career
90 days I nformati on Team (CARIT) brief conpletion.

brief. Detaching conmand nmust conplete DD Form 2648
<90 days before sending the Sailor to a separation activity
(section 5 nust be annotated with comrents expl ai ni ng
non-conpliance with 10 U S.C. 1142).

3. Use of these tinelines provides a nethod for commands to
ensure each Sailor has been afforded every opportunity to nmake
an infornmed decision. Specifically, the transition assistance
managenent program can conpl enment the command’ s retention
efforts. Historically, over 25 percent of undecided or
separating Sailors who attend pre-separation briefs and the TAP
wor kshop prior to 180 days from EACS decide to stay Navy.

6.3. Performto Serve (PTS). PTS provides Sailors greater
opportunities for career growh and success. PTS inproves
conbat readi ness by providing the right Sailor, at the right
time, with the right skills, in the right job.

6- 3
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1. PTS acts as a force shaping tool by leveling rating manni ng
from overmanned to under manned, and as quality screening by
controlling reenlistnents.

2. PTSis a centralized reenlistnent reservation system The
first and nost inportant step in the PTS process is a positive
retention recomendation fromthe Sailor’s CO

3. Access and questions. PTS reference and points of contact:

M LPERSMAN (1440- 060
Commercial: (901) 874-2950/ DSN 882.
NAVPERSCOM Wb site: ww. npc. navy. m |

TI ME
BEFORE (PTS) ACTION TO BE TAKEN
EACS/ PRD
Utilize one of two nethods to identify PTS eligible
Sail ors:
Run the CI M5 PTS report or use the command’s EDVR to
identify eligible personnel on their first enlistnent.
15- 24 Conduct CDB and docunent ip QINB. Devel op an i ndi vi dual
mont hs career devel opnent plan utilizing FleetRI DE for
eligibility for those Sailors that desire to convert.
Docunment the plan in CIMS. Those who are recomrended for
retention apply to PTS; all others approachi ng EACS are
identified and reenlistnment eligibility determ ned.
CCC input all PTS applications via the PTS Wb site or
12-15 Excel spreadsheet. Refer to the PTS Wb site for
nmont hs subm ssi on procedures.
Command conducts CDB on those Sailors who have not been
9 mont hs approved via PTS for possible nodification of origina
request (i.e., conversion rating choices).
PTS di sapprovals nove to a fast-track transition and Navy
6 months | Reserve affiliation tinmelines.
CCC counsel s Sailor regarding career options. Lost
5 mont hs quotas nove to fast-track transition and Reserve

affiliation timelines.
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TI ME
BEFORE
EACS/ PRD

(PTS) ACTION TO BE TAKEN

4 to 1l transfer
nmont hs Approval ,

CCC ensures that Sailor nmeets any prerequisites for
(1.e., Screening Requirenments, Dependent Entry
Exceptional Famly Menber (EFM concerns, etc.)

6. 4. Pr of essi onal

Apprenticeshi p Career Tracks (PACT). For

more i nformati on see NAVADM N 318/ 07.

FROM REPCORT DATE ACTI ON TO BE TAKEN
Conduct reporting CDB and devel op an i ndi vi dual
30 davs career devel opnent plan utilizing Fl eetR DE
y Docunent the plan in Cl M.
18 mont hs Conduct Command | evel PACT CDB. Docunment in Cl M5
24 nont hs “A” School or Designated or Ineligible.

6. 5. Nat i onal Cal

to Service (NCS). For nore information see

M LPERSMAN |1133- 80,

FROM REPORT DATE

ACTI ON TO BE TAKEN

Upon Reporting

Verify EACS and execute extensions as necessary
to conplete 15 nonths of active duty (ACDU).

10 nont hs

Request 24 nonth extension if desired.

180 days

- Screen for eligibility for Navy Reserves.

- Ensure Sailor logs into CV5/ |1 D and updat es

duty preference sheet. On page 2 of the duty
preference sheet Sailor coments section the

phrase “After release fromactive duty, | wll
be residing in (city)” nust be inserted.

*Di sregard the statenent “SF 180 (Rev. 4-07),

Request Pertaining to Mlitary Records”.

- Refer to Transition and Counseling Tineline
matri x.
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FROM REPCORT DATE ACTI ON TO BE TAKEN
30 days Counsel the nenber regardi ng mandatory

Navy Reserve obligation.

6.6. Career Status Bonus (CSB). CSB is for nenbers who entered
the U S. Navy on 1 August 1986 or later. This election nust be
made by the tinme the nenber has accrued 15 years of active duty
service and is irrevocabl e once that date has passed.

Access and questi ons:

CSB/ REDUX poi nts of contact:
Comrercial: (901) 874-3375/ DSN 882.
NAVPERSCOM Wb site: CSB/ REDUX
Home>Or gani zati on>NPC/ | T/ | M>Dat a
Managenent >Car eer Status Bonus

OPI NS Access

Home>Or gani zati on>NPC/ | T/ | M>Dat a
Managenent >Cor por at e Syst ens>0PI NS

FROM DI EMS DATE ACTI ON TO BE TAKEN

1 vears 6| O T o o e
Mont hs '

14 Years 9

Mont hs Receive 2" CSB eligibility notification nessage.
Prior to 15 Sel ect and submit CSB el ection.

years

6.7. Career Managenent SystemInteractive Detailing (CV5/I1D).
CV5/ I D is designed and used by Sailors, CCCs, conmmand, Full Tine
Support (FTS), and Reserve personnel. The systemallows Sailors
to view avail abl e jobs and make applications thensel ves and
through their CCC. For information relating to CM5/1D, such as
provi di ng Schedul es, Access Requests, and FAQ s go to the
NAVPERSCOM Wb site and navigate to Home > Enlisted Assign >
Career Mgnt System Downl oad the access request letter and the
Quick Start user guides.
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PRI OR TO PRD ACTI ON TO BE TAKEN
12 nont hs Update online profile.
6-9 mont hs Submi t applications.
5 nont hs Detailers issue orders per Navy priority.

6. 8. Reenl i st nent s

1. A Reenlistnent is a significant event in the career of an
enlisted menber. As such, it should be accorded a neani ngf ul
cerenony to recogni ze the nenber’s high-quality performance, as
i ndi cated by the recommendation for reenlistnent. Therefore,
reenlistnment cerenonies are to be conducted in a dignified
manner that appropriately reflects the inportance of the oath
that the Sailor is taking. This includes the participants
wearing the proper uniform and conducting thenselves in an
appropriate manner.

2. Additional information can be found in M LPERSMAN |1160- 020/

PRI OR TO EACS/ ECS/ PRD

ACTI ON TO BE TAKEN

12 Mont hs Verify eligibility (i.e., PTS/ PFA/ HYT/etc.)

6.9. Reserve Conversion (RESCORE). For nore information see

BUPERSI NST [1001. 39F,

FROM DATE OF
ENLI STVENT ACTI ON TO BE TAKEN
12 mont hs Unit | evel rati ng not nmade permanent by this date.
24 mont hs Unit | evel rati ng not nmade permanent by this date.
36 nont hs Separate if rating not nade pernmanent by this date.

6.10. High Year Tenure (HYT).

effective force shaping too

The HYT programis a vital and

used to properly size and shape the

Navy. This policy establishes standardized | ength of service
(LOS) gates by pay grade bal anced with a wai ver process that
allows the Navy to retain the right Sailor.
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HYT: M LPERSMAN [1160- 120

DSN.  Commercial: (901) 874-2443/ 3234/ DSN 882
FAX: 2762

From HYT Dat e

ACTI ON TO BE TAKEN
24 nont hs

Unit/Dept/Dv | evel CDB

12 nont hs

Request HYT wai ver as needed

6- 8
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CHAPTER 7
CAREER | NFORMATI ON PROGRAM ( Cl P) REVI EW

7.1. Purpose

1. The Career Information Program (ClIP) review provides the
command with a nmeans to assess the effectiveness of prograns and
support systens that directly inpact the conmand cli nate.
Commands can objectively identify their organizational strengths
and other areas that require further attention.

2.  Per OPNAVI NST 1040.11C, the C P nust be evaluated at | east
annual ly and a POA&M updated to ensure all elenents of the
program are functioning properly. The review formis included
i n appendi x |A.

7.2. Conducting and Briefing a Program Review. The TYCOM
| SIC, Common Support Directorate, and Regi onal Commanders shall:

1. Conduct the programreview per OPNAVI NST 1040. 11C.
2. Prepare a summary and Plan of Action and M| estones (POA&M .

3. Analyze and devel op recommendations to present to the CO for
i npl enent ati on.

4. Present formal briefings on all the above to the CO

5. Use the career information programreview to devel op best
practices.

7.3. Plan of Action and M| estones (POA&N). The PQA&M shoul d
state exactly what action is to be taken, who will be

responsi ble for seeing that it is conpleted, the start date and
conpletion date, the m|estone dates, and the expected results.

| medi ate action nust be taken to carry out the POA&M once it is
witten and approved by the CO CMJ COB/ SEL and CCC/ Unit CC
should track all action itens and ensure they are conpleted as
required.
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APPENDI CES

The foll om ng appendi ces are | ocated on the NAVPERSCOM Wb site
under the StayNAVY honepage Hone > Career Info > CMJ CCC >
Car eer Counsel or Handbook.

A — CAREER | NFORVATI ON PROGRAM (CI P) REVIEW Provides the
command with a nmeans to assess the effectiveness of prograns and
support systens that directly inpact the conmand cli nate.
Commands can objectively identify their organizational strengths
and other areas that require further attention.

B - CAREER COUNSELOR I NI TI AL TOUR FEEDBACK FORM Used by the
commands to screen first tour career counsel ors and provide
feedback in regards to their level of knowl edge and abilities as
a counsel or.

C— NAVY RETENTI ON MONI TORI NG SYSTEM (NRMS). Used by TYCOM 1SIC
and Common Support Directorates to assess conmmands Career

I nformation Prograns al ong with supporting retention and
attrition trend analysis. The Career Information Analytical
Report will be used by TYCOVs, Force or Common Support
Directorates, Regional Commanders of Reserve Conponents, other
echel on 3 commanders, and | SICs to gauge the comrands success as
it applies to overall command clinmate and career devel opnent.
The report wll be available via NRVS under Career |Infornmation
Managenment System (Cl MS) Anal ytics.

D - CAREER COUNSELOR | NFORMATI ON MANAGEMENT SYSTEMS ( Cl MS)
ACCESS LIST. Provides a consolidated |ist of applications and
prograns for CCs.

E - NAVY CAREER TOOLS SU TE. Designed to achi eve the | ong-range
vi sion of an easy-to-use, integrated famly of career

managenent, training, and education systens that help Sailors
direct their own professional devel opnent. Key individual Navy
Career Tools include: Career Managenent Systenilnteractive
Detailing (CM5/1D), Navy Know edge Online (NKO, Navy elLearning
(NeL), Navy Credentialing Opportunities Online (Navy COOL), and
El ectronic Trai ning Jacket (ETJ).

F - FleetRIDE. Interfaces with The Single Navy Cl assification
System Rating ID Engine (RIDE) Wb service to provide Sail or
rating qualification based upon a detail ed exam nation of the
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mental, nedical, legal, and noral entry requirenents to each
Navy Rating. CCs should use FleetRIDE to screen for rating
eligibility, counsel and guide rated Sailors to new career
opportunities and rating conversions for Perform To-Serve (PTS)
and undesignated Sailors to qualify and apply for Navy-Wde
Advancenent Exans and A- School requests.

G - I NDI VI DUAL CAREER DEVELOPMENT PLAN (I CDP). Part of the
Career Information Managenent System (CIMS). The form captures
the data fromthe Sailor’s current | CDP and displays the current
data along with the Sailors goals and conmmand | eadership
comments. It also contains coments fromthe previous two CDBs.
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APPENDI X A

CAREER | NFORVATI ON PROGRAM
REVI EW
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APPENDI X A
CAREER | NFORVATI ON PROGRAM REVI EW
A.1l. GCeneral. This review focuses on areas dealing with Career

Devel opment Prograns (CDPs) and support systens control |l abl e at
the command | evel as directed by the references below. At the
end of this reviewis a summary sheet indicating the command’s
conpliance with the directives in maintaining effective Career
I nformati on and Devel opnent Prograns.

1. BUPERSI NST 1001. 39F| (Adm ni strative Procedures for Navy
Reservists).

2.  OPNAVI NST 1040. 10A (Argus Career M estones Tracking
Program .

3. OPNAVI NST 1040.11B (Navy Retention and Career Devel opnent
Program .

4. COVNAVRESFORI NST 1100.4B (Reserve Enlisted Incentives
Program .

5. OPNAVI NST 1306. 2E ( Conmand Master Chief Program.
6. OPNAVI NST 1540.56 (Navy Credentialing Prograns).

7. OPNAVI NST 1560. 10C (Adm nistration of the United Services
Mlitary Apprenticeship).

8. OPNAVI NST 1740. 3C (Conmand Sponsor & | ndoctrination
Program .

9. OPNAVINST 1740.4C (U. S. Navy Famly Care Plan Policy).
10. OPNAVINST 1752.2B (Fam |y Advocacy Progranj.

11. OPNAVINST 1754.1B (Fam |y Service Center Program.

12. OPNAVI NST 1754.2C (Exceptional Famly Menber Program.

13. COWNAVRESFORI NST 1780. 1A Montgonmery G Bill - Sel ect
Reserve (M3 B -SR).
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14. OPNAVI NST 1900. 1D (Pre-Separating Counseling by Career
| nformati on Teans).

15. OPNAVI NST 1900. 2B (Transition Assistance Managenent
Program .

16. OPNAVI NST 5354. 1F (Navy Equal QOpportunity (EO Policy).
17. NAVPERS 15878K (Career Counsel or Handbook).

18. NAVPERS 15560D (Naval M litary Personnel Manual).

19. NAVPERS 15571A (Navy Fam |y OVBUDSMAN Program Manual ).

20. NAVADM N 318/ 07 (Professional Apprenticeship Career Tracks
Program .
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A 2. CMJ COB/ SEL/CCC/ Unit CC I nformation
Ref: OPNAVI NST 1040. 11C
NAVPERS 15878K
CMC/ COB/ SEL/ CCC/ UNI' T CC | NFORVATI ON YES N A

COMVAND ul C
COVVANDI NG OFFI CER:

CMC/ COB/ SEL.:

Dat e of Revi ew

Dat e of Last Revi ew

CMC/ SEL Report/ PRD Dat es: /

CCC s Report/PRD Dates: /.

Has the CCC graduated fromthe Conmmand Car eer
Counsel or Course (A-501-0011)~?

Has the Unit CC graduated fromthe Career Information
Course (R-501-0005)?

Has CCC/Unit CC billet been gapped?
| f yes, how | ong?

The CMC SEL has submtted a performance feedback
report to the ISICwithin 6 nonths of first tour
career counsel ors checking on board command. *Evi dent
by review of file copy.

Li st CCC coll ateral duties:
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20 Apr 09

A. 3. Command Advancenent and Conti nui ng Educati on

Ref : OPNAVI NST 1040. 11C
COMNAVRESFORI NST 1780. 1
OPNAVI NST 1540. 56F
OPNAVI NST 1560. 10C
NAVPERS 15560D
NAVPERS 15878K

COMVAND ADVANCEMENT AND CONTI NUI NG EDUCATI ON

YES

N A

Command advancenent percentages/statistics are
equitable to type command average for E4-E9
personnel. *Evident by command statistics from
advancenent center.

Command advancenent percentage/statistics are
conparable to Navy average. *Evident by Navy
statistics from advancenent center.

St andard Score percentage/statistics are conparabl e
to Navy average. *Evident by Navy statistics from
advancenent center.

Di screpanci es percentage/statistics are conparable to
Navy average. *Evident by Navy statistics from
advancenent center.

The Command pronot es/ supports conti nui ng educati on
(i.e., NCPACE, TA, CLEP/DSST, Md B-SR etc.)
*Evident by enroll nment/ TA requests.

Are Sailors encouraged to utilize Navy Credentialing
Qpportunities Online (COOL) and the United States
Mlitary Apprenticeship Program (USMAP)? *Evi dent by
USMAP files and/or Cl MS.

I s your command Md B- SR program coordi nator on the
adm nistrative routing for all SELRES

| osses/transfers prior to NSIPS data | oss/transfer
entries being made?
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COMVAND ADVANCEMENT AND CONTI NUI NG EDUCATI ON

YES

N A

Do all SELRES have a signed Md B-SR " St atenent of

8 Under st andi ng” on file?

9 Do all M@ B-SR eligible Sailors have a signed Notice
of Basic Eligibility on file?
Are suspensi on packages sent to COVNAVRESFORCOM

10 (N1SC) for all M3dB-SR eligible Sailors who are

approved for a period of suspension?
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A 4. Career Devel opnent Program Managenent
Ref: OPNAVI NST 1040. 11C
NAVPERS 15560D
NAVPERS 15878K
CAREER DEVELOPMENT PROGRAM MANAGEMENT YES N A

The CCC/ Unit CCis responsible to the CO and reports
directly to the CMJ SEL in the performance of their
duties. *Although CCC may be adm nistratively
assigned to a departnent/division for nustering

pur poses, the CCC nust not be required to go through

1 anyone to talk with the CMJ SEL/ XO' CO on car eer
related matters. It is acceptable for the Executive/
Adm n Assistant to require career related
correspondence to be screened prior to being signed
by the CO

5 The CCC/ Unit CC has access to a private counseling
space. *A desk in Adm n does neet this requirenent.
The CCC/ Unit CC has access to a phone line for

3 |outgoing and incomng calls and faxes. *Evident by
phone | ocation and nunber.

The CCC Unit CC has a conmputer systemthat is capable

4 of accessing and running the foll ow ng prograns/
syst ens:

4a | NAVPERSCOM Wb site http://npc. navy. m |

4b | BUPERS Onl i ne

4c | COWNAVRESFOR Wb site http://navyreserve.navy. ml/

4d | Career Information Managenent System (Cl MS)

4e | Fl eet RI DE

4f | CVMB Interactive Detailing (CMs-1D)

4g | Navy Know edge Online (NKO

4h | Navy Retention Monitoring System (NRVDS)

4i | OPINS (FLTRES/ SRB/ CSB)

4j | PC EDVR

4k | Perform To Serve (PTS)

4] ARGUS Survey
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CAREER DEVELOPMENT PROGRAM MANAGEMENT

YES

N A

The CCC has access to a validated copy of the current
Enlisted Distribution Verification Report (EDVR).
*Evi dent by current copies of the EDVR

The CCC is on the distribution |list for career
devel opnment rel ated nmessage traffic.

A Tickl er/ Tracki ng System for EAQOS/ PRD HYT/ PTS/ CDB/
CSB/ M3 B- SR/ AGE 60/ RESCORE correspondence i s being
utilized. *Evident by visual inspection of usage of
a tickler/tracking system

The CCC/ Unit CC provides the COwith a nonthly
written career devel opnent managenent report, to
include mnutes and follow up CDB interviews.

*Evident by retain of nonthly reports/nenos addressed
to the CO

Reenl i st ment cerenoni es are conducted per reference
(c). *CCC/Unit CC maintains files for at |east 24
nmonths to include as applicable (i.e., NAVPERS
1306/ 7, PTS, Reenlistnent and Extension.
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A. 5. Career Devel opnent Team ( CDT)
Ref:  OPNAVI NST 1040. 11C
NAVPERS 15878K
CAREER DEVELOPMENT TEAM YES N A

Total nunber of enlisted personnel assigned:
Total nunber of Dept/Di v CCs assigned:
Total nunber of Dept/Di v CCs trained:
Client-to-trained counselor ratio:

o0 oW
®

A ratio exceeding 30:1 indicates a potential problem
The situation can be corrected by sel ecting and
trai ning nore Dept/Di v/Branch CCs.

Trai ni ng consi st of the Career Devel opnment Training
Course (CDTC), Custoner Service Manual NAVEDTRA 14056
and 1.18 Custoner Service and |nterpersonal

Communi cation via NKO

The Command Career Devel opnent Team (CQO XQ' CMC/ COB/
SEL/ CCC/ Unit CC/ Dept Heads/ Dept LCPGs/ Dept/Div CCs)
neets at |east quarterly. *Evident by review of
meeting m nutes.

The CCC conducts nonthly neetings and training with
the Dept/Div Career Counsel ors? *Evi dent by nonthly
must er/reporting sheets and CDT neeting m nutes.

Al Dept/Div/Unit CCs are designated in witing.
*Evident by a list of all Dept/D v/Unit CCs.
(Dept/Div/Unit CCs nust be listed on the |atest
collateral duties list, at a mninmum if there is no
| etter of designation signed by the CO.

Sem - Annual , or as needed, reviews of each Dept/Div/
Unit Career Devel opment Prograns Managenent are being
conducted. *Evident by ccpy of review results.
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CAREER DEVELOPMENT TEAM

YES

N A

A 15-nmonth PRD/EACS roller list is a topic of

di scussi on at
m nut es.

each CDT neeting? *Evident by CDT
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A. 6. Career Devel opnent Training

Ref:  OPNAVI NST 1040. 10A
OPNAVI NST 1040. 11C
OPNAVI NST 1306. 2E
NAVPERS 15878K

CAREER DEVELOPMENT TRAI NI NG

YES

N A

CDTC training is conducted to ensure training |l evels
of 100 percent are maintained for Dept/Di v/Unit CCs.
*Evident by training nuster sheets and reporting dates
of Dept/Div/Unit CCs.

First Term Success Wrkshops (FTSW for First Term
personnel are being conducted within 6 nonths of
reporting to the command. *Evident by nuster sheets.

Reserve Affiliation Success Wrkshops (RASW is being
conducted for all Navy Reservists during initial
assignnment. *Evident by nuster sheets.

Are all Sailors afforded the opportunity and
encouraged to participate in the ARGUS survey at key
career m |l estones?

The CCC/ Unit CC di ssem nates career devel opnent
information via: Plan of the Day/Wek/ Mnth (PO POV
POM, Flight Schedule, Site TV, Famly G ans, General
Mlitary Training (GMIN |ectures, and e-mail (all
hands e-mails). *Evident by PO PON POM notes and
retains.

Has the CC received Navy Reserve Prograns training
froma Reserve Conponent subject matter expert?
*Evi dent by questions fromreviewer.

A-10
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A. 7. Navigational Tracks

Ref: OPNAVI NST 1040. 11C
OPNAVI NST 1900. 1D
OPNAVI NST 1900. 2B
NAVPERS 15560D
NAVPERS 15878K

NAVI GATI ONAL TRACKS

YES

N A

CCC utilizes EDVR/ICIMS to ensure required nenbers are
entered into the PTS system at 15 nonths from EACS.
*Evident by files on hand.

CCC utilizes EDVR/ICIMS to ensure required nenbers are
entered into the PTS system at 15 nonths from EACS.
*Evident by files on hand.

PTS results are maintained on file for a m ni rum of 24
mont hs. *Evident by updated PTS application signed by
menber.

CDBs are being conducted on Sailors who have not been
approved for selection or conversion by 3¢ PTS
rollover result. *Evident by CDB m nutes.

Reserve Liaisons are identified and invited to the
command to conduct training and interviews for al
transitioning personnel. *Evident by nmuster sheets.

CCCs provide Navy Reserve recruiters access to
information for separating Sailors 180 days prior to
EACS. *Evident by the information provided by the
area reserve recruiter

Proper counseling, a pre-separation checklist, and an
I ndi vidual Transition Plan (if requested), are

recei ved by separatees and fleet reserve/retirees
(planned | osses) at |east 90 days prior to separation
dates. *Evident by reference files.

A-11
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NAVI GATI ONAL TRACKS

YES |[NO| N A

DD 2648/ DD 2648-1 pre-separation paperwork is filed in
t he separating nenber’s Service Record and a copy
mai ntained in command files for at |east 2 years.

*Evi dent by copy files.

A-12
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A. 8. Fam |y Readiness

Ref: OPNAVI NST 1306. 2E
OPNAVI NST 1740. 4C
OPNAVI NST 1754. 2C
NAVPERS 15560D
NAVPERS 15571A

FAM LY READI NESS

YES

N A

The command OVBUDSMAN is a graduate of the QOVBUDSMAN
trai ning program

There is a coommand Fam |y Care Pl an coordi nat or
assigned? *Who is responsible for coordinating the
Command’s Fam |y Care Pl an progranf?

Si ngl e menbers that have single custodial
responsibility for famly nmenber(s) and dual mlitary
coupl es have executed Famly Care Plan certificates.
*Evident by file copies of Famly Care Pl an
certificates.

The command properly screens nenbers and their
dependents wth overseas/renote duty orders. *Evident
by suitability screening fil es/ nessages.

In case of personnel found not suitable for

oper ati onal / overseas/renot e/ speci al progranms duty, the
proper reports are submtted. *Evident by

fil es/ messages.

There is a designated command Exceptional Famly
Menmber (EFM program coordinator. *Wo is responsible
for coordinating the command’ s Exceptional Famly
Menber (EFM progranf?

The confidentiality of EFM Program records are kept in
strict conpliance. *Evident by records filing system

A-13




NAVPERS 15878K

20 Apr 09

A. 9. Conmmand Sponsor/Indoctrinati on Program

Ref: OPNAVI NST 1740. 3B
OPNAVI NST 1740. 4C
OPNAVI NST 1754. 1B
NAVPERS 15878K

COMIVAND SPONSOR/ | NDOCTRI NATI ON  PROGRAM

YES

N A

There is a designated Command Sponsor Program
coordinator. *Who is responsible for coordinating the
command’ s Sponsor Progranf

The FFSC is being utilized for assistance with the
commands sponsor programtraining.

Sponsors are E5 or above. Evident by sponsor list and
trai ni ng docunentation

There is a designated Command | ndoctrination Program
coordinator. *Who is responsible for coordinating the
| ndoctrination Progranf

The CO XO CMC personal Iy delivers a wel cone aboard
address during command indoctrination/orientation.
*Evi dent by indoctrination agenda and a |ist of
speaker s/t opi cs.

The CCC is an indoctrination class presenter?

Witten command | ndoctrination critiques are being
utilized. *Evident by critique sheets.

Witten critiques fromcommand i ndoctrination/
orientation are reviewed by the Command | ndoctrination
Coordi nator and forwarded to the CO via the chain of
command. *Evident by followup actions.

Command | ndoctrination critique/nuster sheets are kept
on file for at least 2 years. *Evident by attendance
nmust er sheets.

A-14
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A. 10. Career Devel opnent Board (CDB)
Ref: OPNAVI NST 1040. 11C
OPNAVI NST 5354. 1F
NAVPERS 15878K
CAREER DEVELOPMENT BOARD YES N A

The CMC/ SEL chairs all reporting and comrand | evel

1 CDBs. *Evident by CDB m nutes.
| ndi vi dual Career Devel opnent Plans (1 CDP) are
2 |devel oped and being utilized for all enlisted
Sailors. *Evident by review of nenbers CDB retains.
The Education Service Oficer (ESO is a nenber of
3 |the CDB, as needed. *Evident by CDB m nutes. *Wo
is the Education Service Oficer (ESO ?
The Command Equal Opportunity O ficer (CMEO is a
4 | nmenber of the CDB, as needed. *Evident by CDB
m nutes and Cl M5 docunent ati on.
CCC has access to CDB m nutes (conmand and
5 |departnental |evel) fromthe previous 2 years?
*Evi dent by CDB m nutes.
Val i date Conmand | evel CDBs are bei ng conducted for
6 |the follow ng progranms. *Evident by CDB m nutes and
Cl M5 docunent ati on.
6a | Reporting (what is the percent conpl eted)
6b | H gh Year Tenure (HYT)
6¢c | O her Type
6d | Transfer/ Separati on
6e | “A” School /Striker
6f | Speci al Program
6g | Advancenent
6h | Conm ssi oni ng Program
6i |18 nont h/ PACT (as required)

A-15
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CAREER DEVELOPMENT BOARD

YES

N A

Val idate Dept/Div/Unit |evel

for the foll ow ng prograns.
Cl M5 docunent ati on.

CDBs are being conducted
*Evi dent by CDB m nutes

7a

O her Type

7b

Transf er/ Separ ati on

/cC

RESCCORE

7d

“A” School /Stri ker

7e

Speci al Prograns

7f

Performto Serve (PTS)

/9

6 Month

7h

12 Mont h

7i

18 nont h/ PACT (as required)

/]

24 Nont h

7k

36 Month

71

CMS/ 1D (W thin PRD wi ndow)

m

48 Mont h

n

60 Month

A-16
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A 11. National Call to Service (NCS)
Ref: NAVPERS 15560D
NAVPERS 15878K
NATI ONAL CALL TO SERVI CE ( NCS) YES N A

CCC can verify date Reserve obligation briefing was
conducted. *Evident by training nuster sheets.

NCS Sailor fills out updated duty preference in
Cvs/ I D. *Evident by files/nessages.

NAVCRUI TCOM was provi ded information on eligible
Sailors within 180 days of EACS. *Evident by
fil es/ messages.

CCC can provide nanes and dates or registration for
|RR for required Sailors. *Evident by confirmation

sheets or information from personnel office retains.

A-17
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A 12. Performto Serve (PTS)
Ref : NAVPERS 15560D
NAVPERS 15878K
NAVPERSCOM Website (PTS Secti on)
PERFORM TO SERVE ( PTS) YES N A

Verify CCC has access to PTS for current U C
*Evi dence by CCC | oggi ng onto the systens for current
ul C.

Verify CDBs are being conducted on all first term
Sailors who are within 12-15 nonths of PRD. *Evi dent
by CDB m nutes/Cl M5 docunent ati on.

Al eligible Sailors are submtted in the PTS system
regardl ess of intentions at |east 12 nonths prior to
PRD or EACS. *Evident by PTS files.

Verify CCC conducts a nonthly review for al
personnel not approved via the PTS program *Evi dent
by PTS files.

Verify CCC updates all applications on a nonthly
basi s based on current avail able quotas. *Evident by
PTS files.

Verify PTS files are updated after advancenent
results are published for Sailors who are frocked to
t he next paygrade and still pendi ng approval .
*Evident by PTS files.

Verify CCC has retained files for PTS nessages for a
period of 24 nonths. *Evident by PTS nessages/files.

Verify CCC has know edge of subm ssion deadlines for
PTS. *Evident by verbal response.

A-18
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A. 13. Professional Apprentice Career Tracks (PACT)

Ref: NAVPERS 15878K
NAVADM N 318/ 07

PROFESSI ONAL APPRENTI CE CAREER TRACKS ( PACT)

YES

N A

All PACT Sailors are identified. *Evident by nuster

1 sheets of training or tickler files.
CCC utilizes FleetRIDE for validation of Sailor’s

5 ASVAB scores providing eligibility for specific PACT
career track. *Evident by FleetRI DE qualification
sheets and/ or Fl eetRI DE program

3 Al'l eligible PACT Sailors have conpleted the 18 nonth
CDB. *Evidence will be Docunented in Cl V5.

4 Are PACT Sailors with greater than 24 nonths onboard
are:

4a | Desi gnated or

4b | “A" School or

4c |Ineligible

A-19
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A.14. SELECTI VE RESERVES (SELRES) Age 60/ HYT
Ref:  BUPERSI NST [1001. 39F
NAVPERS 15560D
SELRES AGE 60/ HYT YES N A

s the Unit CC on the adm nnistrative routing of |osses
and transfers prior to NSIPS | oss/transfers
transacti on?

Are age 60 waiver requests submtted at |east 12
months but not later than 9 nmonths prior to their 60'"
bi rt hday?

Are SELRES wi thout an age 60 wai ver renoved from a
drill pay status when they reach their 60'" birthday?

Are approved copies of Age 60/ HYT waivers on file
aut hori zing personnel to stay in a drill pay status?

Are all Sailors counseled 24 nonths prior to reaching
HYT? 1s the counseling docunented on a NAVPERS
1070/ 613?

Are SELRES who reach HYT renoved froma pay status by
the end of the nonth their HYT linmt is reached?

A-20
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A. 15. Reserve Enlisted Incentive Program
Ref : BUPERSI NST |1001. 39F
COVWNAVRESFORI NST 1100. 4B
RESERVE ENLI STED | NCENTI VE PROGRAM YES N A

s the Unit CC on the adm nnistrative routing of |osses
and transfers prior to NSIPS | oss/transfers
transacti on?

Does each Sailor who is eligible for a Reserve
Enlisted Incentive Program have a witten agreenent on
file?

Once I ncentive Program packages are sent to
NAVRESFORCOM (N1), how are they tracked? *Evident by
file, messages or tracking tickler.

Are enlisted incentive eligibility suspension letters
sent to NAVRESFORCOM (N1) for all eligible Sailors

t hat have requested and been granted an authori zed
peri od of suspension?

Are enlisted incentive eligibility termnation letters
been sent to NAVRESFORCOM (N1) for all eligible
Sail ors who have their eligibility term nated?

A-21
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A. 16. Career Devel opnent Prograns Revi ew Summary and Pl an of
Action and M| estones (POA&M

1. A command Career Information Program Revi ew was conducted on
( DATE) . In view of the above, the Career Information Program
(DOES/ DOES NOT) function per existing directives.

The Career Information Programreview POA&M identifies the areas
whi ch are particularly critical to the overall program s success
and require enphasis by the chain of comand.

Best Practices/ Cormendatory Itenms/ Strong Points. The best
practices and/or command i npl enented prograns |isted are
noteworthy and will be distributed for inclusion as a part of
t he best practices tool box.

2. Career Information Program Revi ew POA&M

Acti on Acti on Person

Start | Target Expect ed
Date | Conpletion Date | Resul ts/ Remarks

3. Recommendations and anplifications:
4. Noted areas of concern fromrandomintervi ews:

5. Best Practices:

A-22
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A.17. 1Sl C Regi onal Commanders Program Revi ew
Ref: (a) OPNAVI NST 1040.11C
(b) NAVPERS 15878K
| SI ¢/ REG ONAL COMVANDERS PROGRAM REVI EW YES N A

| SI C/ Regi onal Commanders conduct Career Devel opnent
Program Managenent Revi ew annually for all commands

1 under their cogni zance. *Evident by conpleted review
files.
| SI C/ Regi onal Commanders conduct or provide nonthly

2 |training for CCC/Dept/Div/Unit CCs. *Evident by
nmust er sheets.

2a CDP ?anagenent dat abases (CI M5, NRMS, FleetRIDE
etc.).

2b | BUPERS On- Li ne

2c Car eer Managenent System Interactive Detailing
(CwS/1 D).

2d | Navy Know edge Online (NKO) .

2 OPI NS/ FORMAN entries, (CSB, SRB, Fleet Reserve and
Retirenment).

2f | CDB tracking system

2g | CDT organi zation and neetings.

2h | Monthly report to CO

2i | New prograns and policies as appropriate.

2] First Term Success Workshop (FTSW/ Reserve Affiliation
Success Wirkshop (RASW.

2k | Career Devel opnent Traini ng Course (CDTC)

2l | National Call to Service (NCS)

2m | Prof essi onal Apprenticeship Career Tracks (PACT).

2n | Montgonery Reserve G Bill SELRES (M4 B- SR).

20 | Navy Reserve Enlisted Bonuses.
| SI ¢ Regi onal Commanders conduct quarterly Career
Devel opment Team (CDT) neetings for all commands under

3 t heir cogni zance, ensuring all CCC attend and

CMCs/ SELs/ XOs/ COs are invited. *Evident by nuster
sheet s.
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| SI & REG ONAL COMVANDERS PROCGRAM REVI EW

YES

N A

| SI ¢ Regi onal Commanders conduct assist visits for al
commands under their cogni zance quarterly or as
needed.

The CDT has conpl eted the Career Devel opnment Training
Course (CDTC) within the last 2 years. *Evident by
review of CCC records/nuster sheets for all assigned
t eam nenber s

| SI C/ Regi onal Commanders nonitor retention report
subm ssions fromtheir units.

Conpile and forward to TYCOM quarterly best practices
for subordi nate and supported conmands by the second
week of each quarter. *Evident by retai ned copies of
best practices.

| SI ¢ Regi onal Commanders assi st commands with an
initial tour CCC feedback performance report within 6
mont hs of reporting onboard. *Evident by review of
copy of the conpleted feedback form

Brief prospective commandi ng officers and prospective
executive officers on issues and policies of Career
Devel opnent Prograns. *Evident by notes from neeting
and/ or brief sheet.

10

| SI C/ Regi onal Commanders attends quarterly training
with TYCOM *Evident by training/ meeting mnutes.
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A.18. Gading Standard for Conmand Program Revi ew

CHAPTER TI TLE PO NTS
Al Career Information Prograns Review N A
A2 CMC/ COB/ SEL/ CCC/ Unit CC I nformation 0
A3 Command Advancenent and Conti nui ng Educati on 10
A4 Car eer Devel opnent Program Managenent 15
A5 Car eer Devel opnment Team ( CDT) 5
A6 Car eer Devel opnent Trai ni ng 10
A7 Navi gati onal Tracks 10
A8 Fam |y Readi ness 5
A9 Command Sponsor/Indoctrination Program 10
Al10 Car eer Devel opnent Board (CDB) 15
All National Call to Service (NCS) 5
Al2 Performto Serve (PTS) 10
Al13 Prof essi onal Apprentice Career Tracks (PACT) 5
Al4 SELRES Age 60/ HYT 5
Al5 Reserve Enlisted Incentive Program (RElP) 5
ALG Car eer Devel opment Prograns Review Sunmary and Pl an i

of Action and M I estones (PQOA&M
Al7 | SI C/ Regi onal Commander s Program Revi ew -

Scores in each chapter are all or none. Three “N' or No in any chapter is
unsati sfactory or zero points. An unsatisfactory in chapters 4, 9, 10 or
12 is an automatic unsatisfactory for the entire assessnent.

Score total s equal:
Maxi mum total of 100 points (excludes chapters 14 & 15)
Maxi mum total of 100 for RC Conmands (excludes chapters 11 & 13)

SCORES:

95-100 OUTSTANDI NG
85-90 GO0D

75-80 SATI SFACTORY

70 and bel ow UNSATI SFACTORY

A- 25
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A.19. TYCOM I SI T Regi onal Commanders G adi ng St andards

Question |Points

10

20

10

10

10

10

10

10

OO N|O OB WN| -

10

Ten points for questions 1, 3-9. Twenty points for question 2.

Five “N s” or No's in question 2 is unsatisfactory for that question.
Unsatisfactory in question 2 is an automatic unsatisfactory for the
entire assessnent.

Score totals equal: Mxinmumtotal of 100 points
SCORES:

90- 100 OUTSTANDI NG

70- 79 SATI SFACTORY

80- 89 GooD

69 and bel ow UNSATI SFACTORY

A- 26
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A. 20. Random | nt er vi ews

1. Do you know who your division/departnment/conmand career
counsel or is?

2. Wiat PTS information has been provided to you or your
di vi si on?

3. Are you registered on NKO? [|f so when was the last tine you
visited the site?

4. Have you had a CDB within the last 6 nonths? If so what was
the CDB for and has a follow up CDB been conduct ed?

5. What was your overall inpression of the CDB?

6. Are you currently enrolled in continuing educational
cl asses?

7. \Wen is your HYT?

8. Are you currently enrolled in or have conpl eted t he USVAP
certification?

9. Wen was the last tinme your CCC visited your workspace?

10. What is the overall inpression of the command' s CDP?
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B.1. Introduction. This docunent has been devel oped by the
Center for Personal and Professional Devel opnent’s (CPPD)
Training Departnment in order to solicit feedback fromthe chain
of command of a recent graduate of the Command Career Counsel or
Course (A-501-0011) and the Career Information Course
(R-501-0005) .

B.1.1. Feedback Subm ssion. For graduates of the 4 week CCC
course submt feedback checklist to:

Center for Personal and Professional Devel opnent
Attn: N7 Training, CCC Course Manager

1905 Regul us Ave, Bldg 199

Virgini a Beach, VA 23461-2009

For graduates of the 2 week C course submt feedback checkli st
t o:

Navy Reserve Professional Devel opnent Center
2300 General Meyer Avenue Buil ding H 100
New Ol eans, LA 70142

Comrercial: (504) 678-9251/DSN 678

B-1
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CAREER COUNSELOR | NI TI AL TOUR FEEDBACK CHECKLI ST

Activity Nane: uc Dat e:

Command/ Unit Career Counsel ors Name and SSN Dat e Graduated CCC/ Cl

Cour se:

| SI C Career Counsel or and POC i nfo:
Comrand:

Date CCC/Unit CC reported to

PERFORMANCE EVALUATI ON SECTI ON: (Attach copies of docunentation to support
comments (i.e., counseling sheets, md-termcounseling, evaluations, FITREPS, etc.)

to this form

1. Has the Sailor denponstrated the ability to performall the
functions associated with their job responsibilities as outlined in
t he OPNAVI NST 1040. 11C and the Career Counsel ors Handbook ( NAVPERS
15878K)? |If not, provide specific coments.

YES

&

2. Has the Command/ Unit Career Counsel or sought assistance fromtheir
chain of command (i.e. conmand master chief, executive officer, and
commandi ng of ficer as appropriate)? |If not, provide specific
comrent s.

3. Has the Command/ Unit Career Counsel or sought assistance fromtheir
I SIC or TYCOM counselor? [If not, provide specific conments.

4. Has the Conmand/ Unit Career Counsel or denonstrated the ability to
function in an i ndependent capacity? If not, provide specific
conmment s.

5. Does the Command/ Unit Career Counsel or _ensure reenlistnent
cerenoni es are conducted per M LPERSMAN 1160-0207? |If not, give
speci fic comrents.

6. Does the Command/ Unit Career Counsel or denonstrate the ability to
prepare, schedul e and counsel Sailors at the appropriate tinme while
providing accurate career information in a timely manner?

7. Has the Chain of Conmand provided the Conmand/ Unit Career
Counsel or the tools needed to acconplish their responsibilities (i.e.,
conputer, software, office space for private counseling, internet
access, etc.)? |If not, give specific coments.

8. Does the Command/ Unit Career Counsel or denonstrate effective tine
managenent skills? |If not, give specific coments.

O

O

9. Does the CCC denmonstrate the rating know edge comrensurate with
their paygrade? |If not, give specific coments.

10. Does the Command/ Unit Career Counsel or denonstrate the ability to
learn and retain the basic know edge needed to use the various
progranms required by instruction/naval nessages (i.e., C M5,

FleetRIDE, PTS, CVBID, NRMS, etc.) |If not, give specific conments.

11. Does the CCC have docunented training and experience as a
command, departnental or divisional CC? If not, give specific
comrent s.

13. Did the Conmand/ Unit Career Counsel or conduct a conmand revi ew
within 60 days of reporting and provide feedback with a POA&M to t he
chain of command? |If not, provide specific coments.
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14. |Is the Conmand/ Unit Career Counsel or submtting a monthly report 1
to the COvia the XO and CMC? |If not, give specific coments.

15. Has the Command/ Unit Career Counsel or made contact with or invited
any guest speakers to the conmand (i.e. Navy College Ofice, Navy 7
Reserve Recruiter, Fleet and Fam |y Support Center, etc.)? |If not,
provi de specific coments.

16. 1s the CCC using CIM5S as a resource for Career Devel opnent
Boards, reenlistment request, fleet reserve request, officer packages, ]
Performto Serve, etc? |If not provide reason.

17. Does the CCC submt PO POW notes weekly and/or have an
I nformati on board available to the Sailors for Career rel ated ]
information? (electronic and/or static)?

18. Does the CCC hold nonthly training with the Career Devel opnent
Team and route mnutes of that training to the chain of conmand? ]
(i.e,. CO XO OCMC, DH, LCPCs, DEPT/DIV CPGCs and all Dept/Div CCs).

Comment s concerni ng performance, preparedness, and know edge (give specifics):
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Commandi ng O ficer coments:
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APPENDI X C

NAVY RETENTI ON MONI TORI NG
SYSTEM ( NRVB)
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APPENDI X C
NAVY RETENTI ON MONI TORI NG SYSTEM ( NRVS) OVERVI EW

The NRVS Web- based application, a conponent of NSIPS anal ytics,
hosted on NMClI, with conputer based/online training, an

el ectroni ¢ SAAR process, and hel pdesk support. NRMS is the
single authoritative source for retention netrics and:

1. Used to analyze, nmaintain, and di ssem nate command
reenlistnent and attrition data to Fleet and ot her echelon 2
commuander s.

2. Used to nonitor Navy reenlistnent and attrition trends.

3. Used by Fleets and other echelon 2 commanders to establish a
quarterly honor roll and in conjunction with the Career

| nformati on Program Review to establish an annual Retention
Excel | ence Award program

4. Sophisticated business intelligence capabilities, including
ad hoc reporting to support anal ysis.

5. Standardi zed netrics (Fleet and Staff using sanme business
rul es).

6. Validate transactions (i.e., reenlistnents, extensions, and
separations etc.) against conmmand retention-attrition report
usi ng the NRIVS.

7. InformI|SIC of any discrepancies (ISIC reports are used to
determne eligibility for retention excellence and honor rol
awar ds) .

C.1. NRMS Reports. CCC utilize NRVMS to review the foll ow ng
reports:

1. Reenlistments/Attrition.
2. Transactions.
3. List Report - Unit Honor Roll by Zone.

4. U C Tree report.
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5. Career Information Program Anal ytical Report.

Note: In the future the Unit Honor Roll will be replaced by the
Career Information Analytical Report that will be discussed
later on in this appendi x.

C. 2. Reenlistnent-Attrition (RET-ATT) Program Reports

1. In the Career counselor folder in NRVS there are two types
of reports that produce the sane data but with the foll ow ng
exceptions:

a. RET-ATT Report — Zone (provides query capability).

b. RET-ATT Report — Zone - Less Pronpts (no query
capability).

2. RET-ATT Report — Zone has a query feature that allows the
commands to filter data. The query feature is |abeled as
“Report Group By” within the report pronpt panel. Sone of the
“Report G oup By” categories include but not limted to:

a. Branch cl ass.

b. Accounting Category Code.

c. Dependent Category.

d. Duty Type.

e. Education Category.

f. EMC (Enlisted Managenent Code) Code.

g. Cender.

h. Primary Navy Enlisted C assification Code (PNEC).

i. Paygrade.

j. Platform

k. Ship category.

C-2
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. Race/ethnicity.
m  Rating.
n. Regi on/ AOR

3. RET-ATT Report — Zone — Less pronpts provides the data
w t hout the “Report G oup By” feature.

C.3. Transaction Reports

1. The two types of transaction reports within NRVS are the
Master Transaction Report and the Transaction Report. These
reports conplinent the RET-ATT Reports. RET-ATT Report provides
the nunbers and the Transacti on Reports provides the details
(nanmes, etc.) behind the nunbers.
2. The transaction reports provide the list of transactions
that are captured wthin the Navy Standard | ntegrated Personnel
System (NSIPS). These transactions i ncl ude:

a. Reenlistnents.

b. Separations.

c. Qperative Extensions.

d. Retirenents.

e. Fleet Reserves.

f. Non-qualifying Extensions.*

g. Executed Extensions.*
Note: * Not displayed on the RET-ATT Reports.
3. The key differences between the transaction reports are:

a. Master Transaction Report displays the data associ ated

with the UC and their children. The term®“children” refers to
the subordinate U C s that are assigned under the parent U C
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b. Transaction report displays the data associated the U C
only.

c. To verify your U C structures refer to the UC Tree
report that will be covered in this appendi x.

C. 4. Unit Honor Roll by Zone. The Unit Honor Roll by Zone is
used by the TYCOMISIC to identify those commands that are
eligible for the Retention Excell ence Award based on benchmarks
established by Navy Total Force, United States Fleet Forces
(USFLTFORCOM), Commander U.S. Pacific Fleet (COMPACFLT), Bureau
of Medicine and Surgery (BUMED) and Comrander Navy Installations
Command (CNI C).

*Since the transaction report is used to calculate the RET-ATT
report and the Unit Honor Roll by Zone Report for the Retention
Excel l ence Award you nust verify your comrands transactions for
reenlistnments and separations each nonth. |f you are m ssing
any transactions the discrepancy nust be first addressed with
your Personnel Support Activity Detachnment (PERSUPPDET) and your
TYCOM | SI C

C.5. Career Information Program Anal ytical Report

1. The Career Information Program Anal ytical Report is conpiled
fromthe CIMS that conprise the foll ow ng:

a. Retention/Attrition Report.

b. CDB conpletion rate.

d. PTS subm ssion rate.

e. ARGUS conpl eti ons.

f. Advancenent Statistics (last cycle).
g. PFA Statistics (last cycle).

h. Coll ege Education Level.

i. Career Devel opnent Training Course.

C-4
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The exanple is representative of what TYCOMISICs wi |l be

using to conduct command Career |nformation Program Revi ews.

For Official Use Only Current Date: July 14, 2008
Personal Data - Privacy Act of 1974 Last Inventory Date:

CAREER INFORMATION PROGRAM ANALYTICAL REPORT for
PERSUPFPDET NAVSTA NORVA (42574)
UIC(s) Selected: Selected UICs

Based upon Date Range: January 1, 2008 through January 31, 2008
Branch Class: USN & USNR FTS
# of Months: 1

Parent UIC: 42574 PERSUPPDET NAVSTA NORVA
Child UIC: 42574 PERSUPPDET NAVSTA NORVA

Career Information Analytical Report Section |
(based on entire date range selected)

RETIA'IT Summary
Ineligible Ineligible Avg
Losses Losses Reenl MNorn
AT Before Before Before EAOS Rate With RA EAOS
EADS EADQS EAQS RE-4 RA Rate Inw
AD-BYrs o 3 o D.0% 0.0% 42.4% as
B 8+ - 10 ¥rs o 1 o o o D.0% 0.0% T0.6% 17
C 10 +- 14 ¥rs o o o i} o o 0.0% D.0% 0.0% 0.0% 10
D14 +-19 ¥rs o o o o o o 0.0% D.0% 0.0% 0.0% 16
E 20 Plus Yrs 1 o o o 1 o 100.0% 100.0% 0.0% 0.0% 5
Total Less Zone E 4 3 0.0% D.0% 0.0% 37.5%

Career Development Boards 24 48 B0
coej Reportng Months Months Months Total

Completion Rate 0.0%

Perform To Serve (PTS) Packages m e m

Total Mumber 0.0%

ARGUS Survey Summary Participanis
[ uan | res | owmar ] oapr | omav | oun | u | ave | see | oot | wov
o o 0 0 o o 0 a o

o a o

Career Information Analytical Report Section Il
{based on date range "End Date" Only)

Last Avive Duty Advancement Cyoie ~ e | e | e | e | = | =

Command USH
Command FTS
All Mawy USM
All Nawy FTS

Last PRT Cycle IR T I Y T T

Total Percentages

e T e _“““““_““

Associate Degree
Bachelor's Degree (%] o o a a o o
Master's Degres

Career Development Training Course (CDTC) _

Career Counselors 0.0%

n

(=== =]
o ooao
(= =R = =]
o ooo
(=== =]
(=== =]

a o

The data contained herein is protected by the Privacy Act of 1974.
All measures required to protect this information should be taken.

Page: 1 of 1
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C.6. Retention Statistics and Reports. The CCC Unit CCis the
princi pal command advisor in all matters concerning the career
devel opment of Sailors and is responsible for nmaintaining,
nmonitoring retention statistics and preparing nonthly/quarterly
reports for submssion to the CO In order to track program
effectiveness, the CCC/ Unit CC nust maintain data as outlined in
OPNAVI NST 1040. 11C,

C.7. Conputing Statistics

1. Reenlistnent statistics are divided by five zones of
enl i stnent:

Acti ve Conponent Reserve Conponent

Zone A - 0 to 6 years O to 8 years (Initial MO

Zone B — >6 to 10 years 8 to 14 years (RC HYT for E4/E5)
Zone C — >10 to 14 years 14 to 20 years

Zone D — >14 to 20 years 20 to 24 years (HYT for E6/E7)
Zone E — >20 years 24+ years (E8+)

2. The following fornulas are used to conpute active conponent
retention statistics:

Reenlistnent Rate = Reenlistnents + LTE
Reenlistnments + LTE + EACS | osses
Reenlistnent Rate with RA Reenlistnents + LTE + RAs
(reserve affiliation) = Reenlistnments + LTEs + EACS Losses
) . Bef ore EACS Losses
Cross Section Attrition Before EACS I nventory

3. Active conmponent definitions of ternmns:

LTE: Long Term Extension of 24 nonths or greater. Does not
i ncl ude 6YO program 24 nont h extensi ons.

Bef ore EACS | osses: Losses nore than 90 days from EACS.

Bef ore EACS inventory: The nunber of people that are nore than
90 days fromtheir hard EACS

Cross-Section Attrition Rate: Masures annualized | oss behavi or
prior to EACS obligation for the Zone popul ati on.

C-6
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RA Rate: Nunber of eligible Sailors that affiliate with the
Navy Reserves within 180 days of separation

4. The follow ng formulas are used to conpute Reserve Conponent
retention statistics:

. _ Reenlistments + LTE
Reserve Reenlistment Rate = Reenlistments + LTE + EOS | osses
Reenlistnment Rate with TA Reenlistments + LTE + TAs
(transfer to active duty) = Reenlistments + LTEs + ECS Losses

Reserve Conponent
Attrition/ Repl eni shment Rate
(AT)

Non EOS Losses to Non Pay
Non ECS Average | nventory

5. Reserve Conponent definitions of terns:

ECS: Is the sane as EACS but used for Navy Reserve.
TA: Transfer to Active Duty.

AT — Reserve Conponent Attrition/Replenishnment Rate

Non- ECS | osses to Non Pay: Losses froma drill pay status prior
to ECS.

Non- ECS Average inventory: The nunber of people that are nore
than 90 days fromtheir hard ECS.
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Car eer Counsel or I nformati on Managenent System Access Li st

D.1. Introduction. This appendi x has been devel oped by the
Center for Career Devel opnent in partnership with the Fleet and
Force Navy Counselors in order to assist career counsel ors by
providing informati on and procedures to gain access to Career
Counsel or Informati on Managenent Systens.

D.2. Career Infornmation Managenment System (CIMS). CIMS is the
primary nmeans to plan, schedule, and track the Career

Devel opnment Program activities. To request access to CIMS

navi gate to the NAVPERSCOM Wb site Hone > Career Info >
StayNAVY > CIMS. Look for CI M5 CCC account to downl oad the
application procedures along with the Cl M5 user manual .

Note: CCCs can apply for CIMs and NRVE with the sane el ectronic
system access aut horization request (SAAR)

1. Go to https://nsips.nnti.navy.ml/ click on System Access
Aut hori zati on Request SAAR (NSIPS, ESR Wb Adhoc, Data Marts).

2. Wen you get to the next page that asks for your Enplid
(this always means SSN in CIMS). Enter your SSN only and click
“submt”.

3. Your information will automatically be populated (if you are
gained in NSIPS active or reserve) into the electronic SAAR
Enter your e-mail address (Must be a “.m|” e-mail address or
the application will be rejected), and tel ephone nunber. Then
click on the user |D Password.

4. Create a user |ID and password (pay close attention to the
requi renents) or you can click on the lightning bolt and a user
IDwll be created for you. DO NOT USE YOUR SSN as your user

| D. Make sure you renenber your User |D and password exactly
the way you entered it. dick K

5. dick on Justification then type: CCCUSS __ or Unit
CC NR SECGRU 096. Then click “OK".

6. You will be directed back at the SAAR front page. dick the
fol | ow ng:
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a. Under Corporate User (dark blue line) — NO ACTI ON
REQUI RED.

b. Under CIMs User (dark blue line) — dick “CI M user”.

c. Under the Navy Retention Mnitoring System (NRVS) (dark
blue line) — dick “Fleet” or “CCC.” They are identical.
- Do not click “CNO access.

d. Under Adm n level roles (dark blue line) — Cdick on
“Command Career Counselor” or “Dept/Div Career Counselor” as
appropri ate.

e. Under Web Adhoc Access (dark blue line) — NO ACTI ON
REQUI RED.

f. Under the ERM U C Access - Cick on the link “CIVs U C
Access”. Put in your UCRUC (hit the “tab key” on your
keyboard and the command nane will show up next to the U C RU C
To add multiple UCs click the “+” key on right hand side of
the page. Once conpleted click the “ok” button.

7. Supervisor Details — SAAR Form* VERY | MPORTANT * Scrol |
down the SAAR application to the Supervisor bl ock.

8. If you are a CCC enter YOUR NAME Last Nanme, First Nane (Do
not add a space between your |last nane and first nane). Wen in
doubt on how to enter your name you can scroll up to the top of
your el ectronic SAAR and copy and paste your nane fromthere.
Enter your e-mail address and phone nunber. (Must be a “.ml”
e-mail address or the application will be rejected). dick K
when you are DONE.

9. If you are a Unit/Dept/Div career counselor, enter your CCCs
name in this section (Do not add a space between their |ast nane
and their first nane). Enter your CCCs e-nmmil address and phone
nunber. (Must be a “.ml|” e-mail address or the application
Wil be rejected). dick OK when you are DONE.

10. Unit/Dept/D v career counselors you are done with the SAAR
process. You should receive a total of 3 e-mails.

a. SAAR | niti at ed

b-2



NAVPERS 15878K
20 Apr 09

b. SAAR Awaiting Review
c. SAAR Approved (You may log in and start using CI M)

11. CCCs you will get an e-mail titled SAAR initiated for
yourself and one entitled SAAR supervisor authorization for your
Unit/Dept/Div career counselors. Open the e-mail and copy the
code (select wth your nouse and then right click) and then
click the active link within the e-mail. Another internet
screen will open up. Paste the link in the box and click
confirm

12. The supervisor screen will open. Fill out the data: Nane,
SSN, e-mail| address and phone nunber EXACTLY |ike you did before
in the supervisor block. Then click submt. If you did it

correctly it wll allow you to verify/approve the SAAR
appl i cation.

13. Final action is to route the SAAR for final approval.
Check the box next to Navy Counselor identified by NCCM or NCC
and click “okay”. The SAAR will be routed to Center for Career
Devel opnent for final approval.

a. |If you applied for NRVS under the sane account you w ||
need to wait at |east 30 m nutes before you | og on. Your NRVS
account will be created on a separate server. To access NRVS
you will go to https://nsips.nnti.navy.ml/ and click on the
NRVS Data Mart. Additionally there is a power point
presentation | ocated on the NAVPERSCOM Wb site under Career
Info > StayNAVY > NRMS that will assist you in setting up your
NRVS pr ef er ences.

b. If you have questions on howto apply call (901) 874-
2488/ 2223/ DSN 882 or click here for assistance or navigate to
Hone > Career Info > StayNAVY > Cl Ms.

D.3. BUPERS Online (BO.)

1. BUPERS Online is a single point of entry application for

| oggi ng i nto numerous web-based applications maintained by the
Navy Personnel Command in MIlington, TN. As applications are
added, you will login once, and then be able to pass from
application to application without the need for nmultiple |Iogins.

C-3
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2. Sailors already have an account. To login for the first
time, use SSN as the Login ID and the birth date in YYYYMVDD
format as password or login with the Comon Access Card (CAC).

3. As a career counselor you will need to gain access to
specific applications wwthin BOL by submtting a BUPERS Access
Request Letter. E-mail m | _ pers-4hel pdesk@avy. m| and they
wll send a copy of the access letter. Once conpleted submt
the request as directed within the letter.

4. To gain access to BOL navigate to https://ww. bol.navy. ml/.
You can al so access BOL fromthe NAVPERSCOM Wb page on the drop
down box Navy Links and then sel ect BUPERS Onli ne.

D. 4. Career Managenent System Interactive Detailing (CVMS/ID) is
desi gned and used by Active Duty, Full Tinme Support, and

Sel ected Reserve Sailors. Previously known as JASS, and then
JCVB, CMS/ 1D enables enlisted Sailors and to research possible
future jobs, enables CCCs (and enlisted detailers) to submt job
applications on behalf of Sailors, and enabl es commands to
review and comment on incomng Sailor applications. To gain
access to CvB/ I D navigate to the NAVPERSCOM Wb site Hone >
Enlisted Assign > Career Mgmt System Here will be the access
letters as well as CMS/ I D user gui des.

D.5. Navy Retention Mnitoring System ( NRVS)

1. NRMS fulfills the Navy's requirenent to be able to report
and anal yze retention data by providing the tools and capability
to monitor, track and anal yze retention so that the Navy can
effectively deliver the right Sailor, with the right skills, to
the right place, at the right tine.

2. Career counselor (list style) reports are pre-formatted that
provi de drop-down nenu selections to tailor their query. Sone
of the list reports include:
a. U C Report
(1) Used to verify your U C structure.

(2) Submt all requests for nodification to UC
structure to your TYCOM | SI C
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b. Retention/Attrition (RET-ATT)
(1) RET-ATT Report — Zone.

(2) RET-ATT Report — Zone — Less Pronpts - U C only
W t hout query options.

c. Transaction Reports

(1) Used to validate Reenlistnents, Extensions,
Separations, Reserve Affiliation, Fleet Reserve and Retirenents
and any ot her personnel transactions.

(2) Al transactions are used to calculate the
reenlistnent/attrition statistics.

(3) If you are an ISIC the Master Transaction wl|
provide a consolidated list of your U C and their children.

(4) Transaction report is U C only.

d. List Report - Unit Honor Roll Report. Used to validate
commands eligible for the Retention Excell ence award.

3. Additional infornmation on howto read the retenti on and
attrition report (RET/ATT) can be on the NAVPERSCOM Wb site
Hone > Career Info > StayNAVY > NRMS.

4. |f you already have a CI M5 account and did not request the
NRVS during the initial SAAR you will need to contact the NSIPS
Hel p Desk at 1-877-589-5991 or e-mail nsipshel pdesk@ncti.navy. m |

and ask to have an NRMS account established under your current
ClI M5 user ID

D.6. Fleet Navy Trai ni ng Managenent and Pl anni ng System
(FLTMPS). An Internet-based systemthat allows approved users
the ability to access many of the training, manpower and
personnel reports that were previously available in the NTMPS.
FLTMPS col l ects and integrates information fromnore than 40
authoritative databases, including the current status of
manpower and training readiness, activity training requirenents
and deficiencies, class convening dates, avail abl e guotas,
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proj ected personnel gains and | osses, and nore. For access to
FLTMPS, submt an online application to:
https://ntnpsweb. nt nps. navy. m | /flt nps/

D.7. Fleet Rating ldentification Engine (FleetRIDE). The
Single Navy Classification System Rating ID Engine (RIDE), is a
custom Web service derived fromthe FleetRI DE systemto provide
Sailor and Recruit Rating Qualification based upon a detailed
exam nation of the nental, nedical, legal, and noral entry

requi renents to each Navy Program Rating. While this in itself
has great value, it sits upon an underlying framewrk based upon
psychol ogi cal and operations research nodels that provide
statistically relevant predictors of the Sailor’s success in a
new rating. This provides a classifier, career counselor, or
Sailor an easily interpreted list of Qualified Jobs with ranked
recommendations as to the Sailor’s “fit” into their new career.

1. To request access to FleetRIDE call: (901) 874-2970/ DSN 882
To access FleetRIDE go to https://fleetride.sscno.nnti.navy.m |l

D.8. Performto Serve (PTS)

1. PTS acts as a force shaping tool by leveling rating manni ng
from over manned to undermanned, and acts as a quality screening
by controlling reenlistnents. PTS applies to eligible Sailors,
as stipulated by current guidance and all CREO ratings.

2. To access the PTS navigate to the NAVPERSCOM Wb site Hone >
Career Info > Performto Serve and then click on PTS Honepage
or: https://custonerservice.ahf.nnti.navy. ml/pts/ptsLogin.]sp.

3. For additional information or assi stance contact 1-866-U-
ASK- NPC

D.9. Oficer Personnel Information System (OPINS). Access the
OPINS allows direct input of SRB requests, Fleet Reserve
requests, and Career Status Bonus el ections.

1. Access to OPINS
a. Access to OPINS requires conpletion of System

Aut hori zati on Access Request Navy (SAAR-N) OPNAV 5239/14 (JUL
2008). OPINS is a level Il IT Systemthat requires the
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applicant to be a United States Citizen, eligible for a Secret
Cl earance, and conpletion of Information Assurance (l1A) training
vi a NKO
2. The SAAR-N form can be downl oaded from t he NAVPERSCOM Wb
site Home > Organization > NPC > I T/ | M > Data Managenent >
Corporate Systens > OPINS. Even though nost of the information
is self explanatory the information belowis a nodification to
t he procedures on page 4 of the SAAR-N
a. Opening Header
(1) System Name: OPINS
(2) Location: Navy Personnel Command
b. Part | to be conpleted by requestor
(1) Block 2: SSN last 4 only
(2) Block 3: Conmmand nanme and U C

3. Part 1l Endorsenent of Access by Information Ower, User
Supervi sor or Government Sponsor

a. Block 14: Request Functional User OPINS access for
command Sel ective Reenlistnment Bonus (SRB), Fleet Reserve
subm ssions and Career Status Bonus (CSB) subm ssions.

b. Block 20: Commands Information Systens Security O ficer
(1SSO

c. Blocks 21: Signature of your Conmand | nformation
Assurance O ficer (1AO or appointee.

4. Part 111 Security Mnager Validates the Background
| nvestigation or Clearance Information - Block 33c: Check the
box Level 2

5. Part 1V Conpletion by Authorized Staff Preparing Account
Information - No action required by the user.
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D.9.1. Subm ssion Process and Points of Contact

1. Requests may be faxed to Conm (901) 874-2660/ DSN 882, or
e-mailed to mll _p34lsysaccess@avy.m!l in a PDF fornat.

2. To contact the OPINS Functional Manager call Conm (901) 874-
3308/ DSN 882 or e-mail: mll p34lga@avy. ml.

3. For assistance in obtaining access call Toll Free: 877-589-
5991, Comm (504) 697-5442/ DSN 647.

D.9.2. Accessing OPINS. Once you have been approved for access
you all users are now required to use the Multi-Host Internet
Access Portal Mainframe Internet Access Portal (MVH AP) Wb site
at https://map.csd.disa.m|/ or use WRQ Refl ections software
programthat may be installed on your conputer

D.9.3. Accessing OPINS via VH AP

1. Navigate to the Multi-Host Internet Access Portal Mainfrane
I nternet Access Portal (IVH AP) Wb site at
https://map.csd.disa.ml/site and click on “Enter MAP Portal”.

DISA MIAP PORTAL

You are accessing a U.S. Government (USG) information system (IS} that is
provided for USG authorized use only.

By using this IS (which includes any device attached to this IS), you consent to the
following conditions:

+ The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing,
COMSEC monitoring, netwark operations and defense, personnel misconduct (Ph), law enforcement (LE), and
counterintelligence (Cl) investigations.

Atany time, the LUSG may inspect and seize data stored on this 1S,

Communications using, or data stored on, this |S are not private, are subject to routine monitoring, interception, and search, and
may be disclosed or used for any USGauthorized
purpose

This IS includes security measures (e.g., authentication and access controls) to protect
USG interests—-not for your personal benefit or privacy

Motwithstanding the above, using this IS does not constitute consent to P, LE or Clinvestigative searching or monitaring of the:
content of privileged communications, or work product, related to personal representation or services by attomeys,
paychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential

Enter MIAP Portal

Assistance?
Contact the Multi-Service Operational Support Team at Mechanicsburg,
T1T-605-7426, D3N 430-7426, (800) 443-2448, or
miap@mech . disa.mil
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2. Once page |loads you will need to do the foll ow ng:

a. Q) Aick on CAC Registration and foll ow the procedures
as they appear on the page. Once you have created your account

you will receive and e-mail informng you that the Minfrane
Internet Applications Portal (M AP) account has been created.
Pl ease save that e-mail. *This is the only tinme you need to
register.

b. QD Once your account has been created click login. See
the next page to view the log in process.

c. @) To downl oad the manual click the Iink

DISA Defense Information Systems Agency
Department of Defense
— P

Multi-Host Internet A ccess Portal

&) attachmate

Reflection® for the Web

MLAP Login MIAP News & Updates

Date: August 5, 2008

Existing users with a MLAP e DNMIAF Versiom 1€ is Coming!

account (User ID and or CAC-PKI

g;r:éesl_ease press Login to DISA will be upograding WIATP to wersieon 10,0 later this month. This upgrade will bring mmatns
I 1 in new and exciting features:

Ability to duplicate sessions

-
Eorgot Password? s Aute-Launch session
Create Password e Session Search abiltiy
= Additienal INDEFILE functions
Account Registration = Enhanced color palette @

NEW CUSTOMERS

If you have a valid DOD CAC Downloead the TWWIAT W10 Enhancetment Guide

PKI card, please press CAC
P AL A oo fo create Download updated Tser Manual for MIAP W10 (4 67mb

CAC Registration

e DMIATF is changing its name.
If you do NOT have a DOD
CTAC PKI card, please press & DIdainfiramme Intetnet Access Portal is becoming "IvWiult-Host Intermiet Access

NOMN-CAC Registration below "
Py your MIAP account Portal" on 24 July 2008,

E = a% = Informational Notices

® FPrompted for TTeer T and Password after enteri v PTH and certificate?

MNeed MIAP Help? Informational Links
0 ALA T COnline Support Center o CAC Togon Instauctions
If wou are experiencing any IWVIAP relatedd e User Mlanual +7F

problems. or need the dhMechanicsburg B B
, STAERS Certificate Fegistrati.
OST contact, please use this link - CRRfere ResaTen

Home | About DISA
Security, Privacy S Accessibility M aotice | Ereedormn of Information A ct
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3. After you click the login link you may or may not see the
next page. Follow the directions in red. *You may be pronpted
to select your CAC certificate and provide enter your PIN after
sel ecti on.

Defense Information Systems Agency
Bepariment of Dafenss

Multi-Host Internet Access Portal

Site II¥; San Antomio

Uvarmarre |
Frypmord I

Log onty [COLDMT %

VR (EhMa)

B S ARRS S e A0 ST R
L R TR

When this screen appears press the "F5" key on your keyboard or click
on the refresh button on your internet browser and then select
MECH MECH MODELE2E on the next screen.

4. Mke the selection as noted below. *You may be pronpted to
sel ect your CAC certificate and enter your PIN after selection.

Defense Information Systems Agency
Department of Defense

Multi-Host Internet Access Portal

Site Iz San Antonio

This is yoaur PEI cotificate data.

You are accessing Rellection as
CH=Sailor, Jeo Undarway, 1113773456, OLb=1 SH=PKl=Dal,0=10, 5.

o MECHMECH MOOE LT ]

e BAE O3 AP O BAOOIE) EF

qp [
=g BAL O BADDHRI D Do) Click this this link or the ik
o MECH BSCETE MECH MECH MODELTE.

oy BAECH WS FTE {7

iy MECH PEINTE R, - | ANDSCARE
i BAE T T

= MECH EEIRTE S - EOE TELALT

i MECH PEINTER, - FOETEATT {32}

( Close Links List )} | Refresh Links List )
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5. This is the initial log on screen. Type in MXC in the |ogon
and then hit “enter”. You wll be pronpted to hit “enter” again
after the DoD Notice and Consent Banner.

. Mech ModelZe - 1 =] 3

File Edit Connection Setup Macro Wiews Help

2 2| || 2| 5| 2 o) ] 8|

o El) » e[| 2]

B a8

7a b ibrm3270 || 2E | Connected Bound | @ 3.1 R5A with triple DES
th327 0e: A/ miapproxy. cad. diza. mil: 443

6. Enter your user ID and password that you received fromthe
OPI NS manager. Reset your password (if applicable).

£ Mech ModelZe - 1

File Edit <Connection Setup Macra Yiews Help
78| «l=| al &] 5|6l 8l @ @] > [o]=] 2]

KLt I Entry val

|

Addit

Eulletins:

EMTER USERID
Enter [fil-telp [E=Exit

.30 = ibm3270 || 2E || Connected Bound | o= 3.1 RSA with triple DES
tn3270e: Amiapproxy. ced. diza. mil: 443
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7. You are now at the CL/ Super session main nenu.
in the space at to the left

”

or place an “x

4 Mech ModelZe - 1

File Edit Connection Setup Macro

Wiews

Help

8| || > ||

Locate Actior

KLSWSELA

ACFE1137
omman
Enter

‘Bl «|=| 2] a|nalw| 8]

ation mmands

Prod
Jolint Dew
IMARPMIS

ev
- Mawy
- Mawvy Prod

ew Test T oS
o2 Test #2
WA PR EALS
MAYY PR EALS
MAWY TEST EAIS
MAWY DEWL EAILS

(k== F 1-ac!

| 2]

Features

He

Multi
M Lti
MU Lti
MU Lti
MU Lti
MU Lti
Multi
Multi
Multi
Multi
M lti
MU Lti

Be—Fetrieve
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Ht “enter”
and hit enter.

[ O] x]

1

More: +

9.4
tn3270e: A dmiapproxy. czd. diza. mil: 443

8. Enter your user

Mech ModelZe - 1

g ibm3270 || 2E | Connected

| D and password again and hit

Bound | @ 3.1 RSA with triple DES

“enter”.

File Edit Connection Setup Macro

Wiews

70| el o] & e 2 alx| ] HElw| o]

Help

SYSTEM:

TERMIMAL =
4
OAY - THURSDAY

EM
EM

CATE:=: Al
TIME: &1:

MEl PASS
tenter

CSYSTEM

CIFPE1 DE

= T
RED BY

| 2]

1221
th3270e: A ‘miapproxy. czd. diza.mil: 443

2 ibm3270 | ZE || Connected
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9. Type in “OPINS” and hit enter.

Mech ModelZe - 1

File Edit <Conmection Setup Macro Wiews Help

70| el=| al sl alale| 2alug @ >|e]=] 2]

CFE1127 WM A A - 45 -8 2 FRC AZSTHFTDM
FAE1ZS9 i g C - 234 NAME=DONUTS JOE NC1

1.2 2 ibrn3270 || 2E | Connected Bound || @ 3.1 ASa with triple DES
th3270e: A fmiapproxy. cad. diza. mil: 443

10. Ent er Sour ce Code: CC and Passwor d: CARE and then hit
“enter”. You are now i n OPI NS.

ech ModelZe - 1

File Edit Connection Setup Macro Wiews Help

% = | = EE f.|l‘.|ﬂ g|;;§

g &l > [+]=] 2|

FPFRFPFF ITITIIIIIT MHN MM
FPFPFFFFP ITITITITIIT MMM MM
PP FPF IT MM MM N
FPFPFPFFPF IT WM WM NN
FPPPPPPP 1T MM NN NN
FF ITITIIIIIT M MMM
PP ITITITITIIT MM MM

OFFICER FERSOMMEL ITMFORMATION SYSTEM

MMEL SYSTEMS O d 3 . USERS
AN A MLAP A A SD.DISA_MIL

ATE DATA SYSTEMS  wwwwwwwwn
DIAL IM USERS EFFECTIVE S/14/83 **
L 5@ 108

4]

BEY TIHM SOUR DE AMD PASSL D . DEFRESE EMTER.
EXIT. TAE UFFER LEFT FRMEFR. EMWMTER ¥, DEFRESS EMWTER

2118 B ibm3270 | 2E | Connected Bound | @ || 3.1 RSA with triple DES
th3270e: A/ miapprowy. ced. diza.mil 443
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D.9.4. Accessing OPINS via WRQ Refl ections Software (Initial
Setup). |If you are on NMCI conputer or a conputer that has WRQ
Refl ection software installed utilize the directions bel ow

1. Go to Start on the lower left hand corner of your desktop.
2. Sel ect prograns.

3. Select WRQ Refl ections.

4. Select Wzards, then connection w zard.

5. Select Introduction then Next.

i Reflection Connection Wizard
Introduction

The Reflection Connection %izard will help you establizh a
zeszion with a host computer. To ensure a successful
zezzion, the YWizard will azk you a series of questionz zuch as

- The type of host you want to connect to

- The name ar [P [|nternet Protocol] address of the hiost

- The connection method yow are wzing

Click Mext to establizh a host zeszion, or click Cancel to exit
the “izard. [f pou don't know the answer to a question, pou
can accept the default, click Help for more detailed
infarmation, ar contact your system administrator.

% Back I et > l Cancel Help
P
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6. Select Termi nal session to | BM host conputer as Session type
t hen Next.

i Reflection Connection Wizard

7. | BM Host Type — select Minfrane then Next.

b- 15
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it Reflection Connection Wizard

Mai nf rame connection, select Tel net Extended then Next.
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9. Type in the host system|P address: 207.133.1.83 then Next.

i Reflection Connection Wizard

10. Connect then Next.
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11. Systemw | then connect to the Minfrane.

12. Type TC at Logon: and hit *enter*.

[l

ee|0®| Dfww |

Use of this Department of DefTense computer system, to include related networks
and equipment, constitutes your consent To monitoring by authorized DoD
personnel. Unauthorized system use may subject you To criminal prosecution.

LU: TCCO3I3CE
Logon:

7,7 Alx = IEM 3270 Terminal - 207,133, 1.83 via Telnet Extended

TR

13. Hit “enter” past the consent and warni ng screen.
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14. Enter login ID and password. Reset your password (if
appl i cabl e).

ED untitled - Reflection - IBEM 3270 Terminal
File Edit Connection Setup Macro Sindow Help

b= & B -0 | ) el > me |

_— Entry validation
Date: 02714703 MG
Time: 14:24:34 i . TCCO3427F

Identificatior

-

Passwmord. . . . . Change Password 7

Additional InTor
Group. . .

Bulletins: Effective at 1900 EDT on 10 June 2006, all HEKW passwords must
consist oT exactly & characters, including at least one alpha. one
numeric and one Mational character, which is either @, %, or #.
The HMatTtional character c¢an not be placed in The Tirst or last
position of Tthe password. For assistance contact our Help Desk at
DECC Mechanicsburg - Commercial: F17-605-7426 or DSM: 430-7426

ENTER USERID

=

6, 30 AlF = IBM 3270 Terminal - 207.133.1.83 via Telnet Extended LI

15. You are now at the CL/Super session main nmenu. Hit “enter”
or place an “x” in the space at to the left and hit enter.

Mech ModelZe - 1
File Edit Connection Setup Macro Views Help

| ] 70| 2 m|as| @) B »|e]=] 2]

tion tion mmamnd =

70| e|=| 2| al
Lo =) E

FLSWSELA ' 3 More:

- Mawvy Prod IMAPMIS

DEWL

ACFE1I1327 o I ; 13
Commarnd AZSTHSJE

Enter . Ee-E=it Fresh [EE=Frd FE=Fetrieve

9.4 >3 ibm3270 || 2E | Connected Eound | o= 3.1 RS with triple DES
327 0e: A miapprosy. csd. diza. mil: 443
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16. Login using your User ID and the password established at
line 14. Reset your password (if applicable).

& untitled - Reflection - IBM 3270 Terminal

File Edit Connection Setup Macro ‘Window Help

el & 0 B » we | B EH K2

ACHCIPO1 DECC MECHAMICSBURG - CICS/TS V3.1
CIGS SYSTEM SEGURED BY CA-AC[EE/CICS

2376

AXCC2376

THURSDAY

AUGUST 14, 2003
02:40 PM

LOGOMID ; B
PASSHORD :

HEW PASSKWORD:
(enter twice)

TTH

12, zz Ak = IEM 3270 Terminal - 207, 133.1.83 via Telnet Extended MM

17. Type “OPINS’ then hit “enter”.

Z Mech ModelZe - 1

File Edit Conmeckion Setup  Macro  Wiews Help

8| el=| al & a6l Bal=|@ @l »|o]|=] 2]

1.2 =3 ibrn3270 || 2E || Connected Bound || &= 3.1 BSA with triple DES
227 0e: AMmiapproxy. csd. disa. mil: 442
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18. Ent er Sour ce Code: CC and Passwor d: CARE and then hit
“enter”. You are now i n OPI NS.

File Edit Connection Setup Macro  Wiews Help

/o] ¢l+] a) 5| nl4) 4] 3]s

6l mja¥] » | o] ] 2|

FELCOME TO

FPPPFFFF IITIIIIIII NN MM
FPPPPPPPR IIIIIIIIII NMNN MM
PP FPP II MM MM NN
PPPPPPPPP IT MM NN NN
PPPPPFFP IT MM NM NN
PP IITIIIIIII MM MNM
PP IIIIIIIIII MM MM

OFFICER PERSOMMEL IMFORMATIOM SYSTEM

SYSTEM MESSAGES:
Shia TO MATIWFRAME FPERSCOMMEL SYSTEMS WILL STORP OM B2 12r5Z2 . USERS
REQUIRIMG . - OBTAIM A MIAF UWT AT HTTPS O.0ISA.MILYF

TN l,-,JEL| '|E i [ | (" =1 S\IJSTEru_qS TANANATANNN

ww THERE IS A MEK MU T FOR ] A EFFECTIWVE ¢ i

e DSM 43 MM 1 B 5 (CICS 87 PROO)
SOURCE B _ FASSHND 3 5] i IE{IF DESIRED):

KEY IMW SOURCE CODE AMD PASSWORD. DEFRESS EMTER.
TO EXIT, TAE UFPPER ( MER . EMTER

2118 * | ibm3270 || 2E | Connected Bound | @ | 3.1 BSA with triple DES
tn327 0e: /A miapproxy. cad. diza.mil: 443

e Once you are logged in you should see a
“pop up screen” on your desktop fromthe
Click button whenyou are logged in. Ref |l ecti on Connection Wzard. Follow

"m":'gge'ji“jk_ the pronpts and to save the log in.

=

e St s Fik Xl
L PErT—— =] = ch M-

e To access OPINS view
WRQ Refl ections see
t he next page.

File name: OPINS Log In

—
o
.
Fim ruga |oPee Lo e =1 Sive I
Saws ua iyt [ St =] _ Cacsm |
sl j

Bhattind i Satat ot ol Lo ot
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D.9.5. Accessing OPINS via WRQ Refl ections Software

1. To access OPINS you will need to go to the reflections
folder and create a “shortcut” and save it to your desktop

a. Go to WRQ Reflections under Start > Prograns > WRQ
Refl ection and sel ect Host Mai nfrane.

b. Choose “cancel ”.

c. On the nmenu bar navigate to file > open and then ri ght
click on “OPINS Log in” to create a shortcut.

d. R ght click and then copy the shortcut and then paste it
on your desktop.

e. Cick on the shortcut on your desktop to access OPINS.

D. 9. 6. Passwor ds and Techni cal |ssues

1. OPINS password reset please contact: NSIPS at 1-877-589-
5991, select option 4 or e-mail sscnol a base ops@avy. ml .

2. Technical issues please contact Mechani csburg Hel p Desk at
800- 443-2448 (717) 605-7426/ DSN 430 or e-mail nech@rech.disa.ml.
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APPENDI X E

NAVY CAREER TOCLS DEFI NED

The Navy Career Tool suite is designed to achieve the | ong-range
vision of an easy to use, integrated and responsive famly of
career managenent, training, and education systens that help
Sailors invest in and direct their own careers, education, and
pr of essi onal devel opnent. Today, individual Navy Career Tools

i ncl ude:

1. Career Managenent System Interactive Detailing (CVS/ID)
2. Navy Know edge Online (NKO

3. Navy elLearning (Nel)

4. Navy Credentialing Opportunities Online (Navy COQL)

5. Navy Trai ning Managenent and Pl anni ng System ( NTMPS)

6. Fleet Training Managenent and Pl anni ng System ( FLTMPS)

7. NTMPS Afl oat ( NAFL)

8. Electronic Training Jacket (ETJ)

E.1. New Rel ationships Deliver Capability Supporting Sail or
Devel opnent and Fl eet Readi ness. Career devel opnent tools and
resources delivered to the Fleet are now supported by a new
rel ati onship designed to ensure Sail or devel opnent and fl eet
readi ness. This new rel ati onship bal ances Sail or devel opnent

with fleet requirenents (articulated by the type commanders) and
techni cal capability (provided by the program manager).

E.1.1. Deputy Chief of Naval Operations (Manpower, Personnel,
Training and Education (DCNO (MPT&E) (N1)). In support of DCNO
(MPT&E) (N1) Vision 2016, the Ofice of the Chief of Naval
Operations (OPNAV), Program Ofice (N120) strives to devel op
tools, technology and information systens that are easy to use,
clearly defined and responsive to Sail or career devel opnent.
OPNAV (N120), through the OPNAV, Fleet Introduction Team (N12),
al so plans and executes operational tests (OPTESTs) of Navy
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Career Tools, in coordination wth the Program Manager

(PMW 240), Naval Sea Systens Command ( NAVSEA)/ Di st ance Support
(DS), and appropriate type commanders (COVSURFOR, COVAI RFOR and
COVSBUBFOR)

E.1.2. ProgramDirectors. The Program Manager (PMWM240) and
NAVSEA/ DS devel ops and delivers Navy Career Tools and supporting
systens to the fleet. They also deliver routine technical and
functional upgrades approximately every 6 nonths.

E.1.3. The Fleet. Operational tests (OPTEST) are perforned by
Navy comrmands and provi de fl eet-perspective feedback from

Sail ors using Navy Career Tools in the operational environnent.
Feedback is used to develop or refine systemrequirenents and
ensures that Sailors are able to use career tools when, where
and how i nt ended.

| MPORTANT: In ternms of the information presented in this
publication, regul ar updates to the Navy Career Tool suite make
it inmpossible to include sufficient detail to ensure command
career counselors (CCCs) are subject nmatter experts of the

i ndi vi dual applications. However, current information is
avai |l abl e on Navy Knowl edge Online (NKO. Go to NKO > Career
Managenment > Navy Career Tools, for training and user aids

desi gned for assistance.

E.2. Sailors Access Career Tools in Two Environnents. Today,
Sail ors access Navy Career Tools in two environnents:

1. Internet. Sailors may access the Navy Career Tool suite
| ocated on the Internet, whether from shore-based comrands or
from shi ps at sea.

a. Described as the “connected environnment” (Internet
required).

b. Accessed via the NKO portal at https://wwa.nko.navy. ml.

c. Common Access Card (CAC) required by sone applications,
such as CM5/I D and El ectronic Training Jacket (ETJ).

2. Navy Information Application Product Suite (N APS) server.
Dependi ng on geographic |ocation, Internet is not always avail abl e.
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In this situation, Sailors at sea may access the afl oat version
of the Navy Career Tool suite via the DS portal |ocated on the
shi pboard Navy | nformation Application Product Suite (N APS)
server.

a. Described as the “di sconnected environment” (no internet
required).

b. Accessed several ways:
(1) Via a DS desktop icon.
(2) Via a NKO at Sea desktop icon.
(3) Via a hyperlink fromthe ship’s intranet honepage.

(4) Via the URL http://ddg88usv01l/ defaul t.aspx (change
hul | nunber to match each ship).

c. Installed on nost ships and sone subnari nes.

E. 3. Understanding the D sconnected Environnent

1. The shipboard N APS server contains Navy Career Tools — such
as Navy elLearning and the ETJ — designed to performin the

di sconnect ed environnment (w thout internet access). |In other
words, NI APS allows users to use the various applications

wi t hout having to endure the | ong downl oad tinmes and tinmeouts
comonl y experienced when using the Internet while at sea.

2. Because applications installed on NI APS are di sconnected
fromthe internet, application data nust be “refreshed”
periodically. This data refresh occurs through a process call ed
“replication.” Replication is a transfer of information between
servers | ocated on shore and servers installed aboard ships.
During the replication process, which normally occurs several
times per day, the N APS server aboard the ship exchanges
conpressed data with DS servers | ocated ashore, either by
satellite or froma pier connection. These smaller data files
contain only information that has changed since the last tine
the servers connected. A two-way data exchange enabl es afl oat
Sailors to see fresh information from shore, and keeps shore-
based systens up-to-date with information fromthe ship.

Overall, the replication process requires significantly |ess
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bandw dt h than when Sail ors access the internet directly,
resulting in a nore positive and successful experience for users
at sea.

TIP. Afloat CCCs should encourage Sailors to use career tools
provi ded on the N APS server, rather than allow themto struggle
with the inherent limtations and frustrations of trying to
access the internet while underway.

E.4. Find Current Information Regarding Navy Career Tools on

Navy Knowl edge Online (NKO). The first source for information
about individual Navy Career Tools is NKOon the internet. o
to NKO > Career Managenent > Navy Career Tool s.

TIP: Sailors can access the Navy Career Tools page directly
fromthe NKO hone page. Under the Career Managenent headi ng,
click Navy Career Tools.

E.5. Applications Wthin the Navy Career Tool Suite. The Navy
Career Tool suite delivers resources that support Sailor’s
career.

E. 6. Navy Know edge Online (NKO). NKOis the web portal
linking Sailors to the principal career managenent tools that
support professional and personal devel opnent. NKO seeks to
organi ze nunerous online resources into functional areas that
hel p support and devel op successful Navy careers. The five
primary areas, as indicated by the five headings on the NKO hone
page, are Career Managenent, Personal Devel opnent, Leadership,
Learni ng, and Reference.

TIP. Additional career resources are |ocated using the

Organi zati ons & Conmuni ti es dropdown nenu, and include honepages
for every Navy rating. Navy career information supporting
Sai |l or professional devel opnent is avail abl e throughout NKO.
CCCs should direct Sailors to these resources:

1. Career Managenent: Personnel Qualification Standards (PQS)
Qpportunities to Excel, Comm ssioning and Special Prograns,

Vol unt eeri sm and Community Service, Sailor and Fam |y Support,
Transition | nformation.

2. Personal Devel opnent: Fitness and Nutrition prograns,
Newsl etters and Bulletins, “My Personal Health” and “Cul ture of
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Fitness,” Savings and Investnent information, Federal and State
Tax information, Financial Managenent courses.

3. Leadership: Leadership courses, Mentoring Guide, |Instructor
trai ni ng.

4. Learning: Navy elLearning, Rating and Degree Roadmaps, CLEP
and DANTES Study Cui des, Joint Language University.

5. Reference: Tools for College Success, Tools for Mlitary
Career Success, plus D gital Ebooks, Audio Books, Misic, and
Vi deo.

Wil e NKO can be overwhel m ng and desirable information
difficult to find, there is nmuch to be gained from patience and
persi stence. Encourage Sailors to use the resources identified
above and share their own discoveries with peers and junior
Sai l ors.

RECOMVENDED ACTI O\ Whenever possible, submt recomendations for

i nprovenent. Channels are provided within NKO but CCCs shoul d
submt their valuable feedback to I SIC and TYCOM counsel ors, as
well. NKOis located on the Internet at https://wwa.nko.navy. ml/.

E.7. NKO at Sea. An afloat version of NKO installed on the

shi pboard NI APS server. NKO at Sea should not be confused with
the internet version of NKO as it contains few pages and
l[imted content. |In fact, the primary function of NKO at Sea is
to authenticate users and provide access to afl oat versions of
the Navy Career Tools resident on the N APS server.

| NFORMATI ON PO NT: User profile data is not synchronized

bet ween NKO (accessed via internet) and NKO at Sea (accessed via
the NI APS server). Although NKO user profile data was pre-

| oaded on sone shi ps and submari nes when N APS was first
install ed, data has not been updated since then, which neans
that a Sailor’s NKO user nane and password is not replicated
from shore-to-ship, or ship-to-shore, or fromship-to-ship. As
aresult, afloat Sailors nust performone of the two follow ng
st eps:

1. Sailors who joined the Navy prior to 15 Novenber 2006 nust

click “I forgot ny Password” to establish a NKO at Sea account.
This step nust be repeated when noving fromship to ship.

E-5



NAVPERS 15878K
20 Apr 09

2. Sailors who joined the Navy after 15 Novenber 2006 nust
click, “Register as new user” to establish an NKO at Sea
account. This step nust be repeated when noving fromship to
shi p.

E.7.1. Inportant Notes Regarding the NKO at Sea Port al

1. An afloat version of Career Managenent Systenilnteractive
Detailing (CVM5/ID) is being installed on sonme ships with N APS
version 2.0 (or above) and may not be avail able on certain
ships. If CVMS/IDis not installed on the N APS server, using
the provided hyperlink will result in an error.

2. The 5 Vector Mdel (5VM has been taken offline. dicking
the 5VM hyperlink on NKO at Sea will result in an error.

NOTE: The 5VM hyperlink is renmoved on NI APS version 2.0 and
above.

3. Links to resources and Wb sites provided by Navy
Credentialing Opportunities Online (Navy COCL) (or via Navy COOL
to Go) wll reach out to the internet, if the Sailor’s user
profile provides access fromthe ship’'s Local Area Network
(LAN). If the Sailor does not have access to the internet via
the LAN, clicking on the provided hyperlinks will result in an
error.

E. 8. Career Managenent System Interactive Detailing (CV5/1D).
Desi gned and used by Active Duty, Full Tinme Support, and

Sel ected Reserve Sailors. Previously known as JASS, and then
JCVSB, CMS/ I D enables enlisted Sailors and submarine junior
officers to research possible future jobs, enables CCCs (and
enlisted detailers) to submt job applications on behal f of
Sai l ors, and enabl es commands to review and comment on i ncom ng
Sailor applications. Wrking with CCCs and conmand | eader shi p,
Sailors use CM5/ID to identify avail abl e career opportunities
supporting professional and personal devel opnent, and then
devel op goals and plans to neet career objectives.

1. Command | eadership wll continue to provide career
counseling, nentorship and training opportunities supporting
Sai |l or careers and professional growh.
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2. CCCs will continue to provide career information and support
on behalf of Sailors and the command. CMS/ID supports Sail or
expect ati on managenent by displaying i nformati on used by
detailers during the selection process.

3. Personnel Detail and Sailor Hi story pages provide Sailors
the opportunity to view personal data influencing detailing

deci sions, such as PTS status, security clearance eligibility,
marital status and nunber of dependents, NECs, |anguage ability,
etc. Sailors and commands should work together to update or
correct personnel data.

RECOVMENDED ACTI ON. CCCs shoul d encourage Sailors to review
their Personnel Detail and Sailor Hi story pages to verify that
the information di splayed is current and accurate.

1. Inconplete or inaccurate data (such as PTS status, security
cl earance eligibility, nunber of dependents, citizenship, etc.)
may prevent Sailors fromreceiving their desired job.

2. Inconplete or inaccurate data (such as PRI MS, EVALS/ Fl TREPS,
etc.) may cause conmands to determne a Sailor’s incomng job
application is not desirable and result in negative coments to
the detailers. How Sailors update their personnel information
depends on the specific data and the data’ s source. |In many
cases, the sane databases reporting to the El ectronic Training
Jacket (ETJ) also report to CVMS/ID. Encourage Sailors to use
the ETJ hyperlink “Problens with your data?” to identify the
proper database and nethods for updating or correcting personne
i nformati on.

ALERTS. CMS/IDwll alert Sailors at specific career points,
pronpting actions to support career nmanagenent and pl anni ng:

1. Alerts notify users of actions necessary to support the
detailing process.

2. Aerts also provide a tineline (or countdown) to the
negoti ati on w ndow.

RECOVMENDED ACTI ON:  CCCs shoul d encourage Sailors to update
their User Profile with current e-nmail address to ensure Alerts
are delivered straight to their in-box.
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ELIGBILITY GATES. CVMS/ID Eligibility Gates, aligned to Navy
policies and rules, ensure Sailors apply only to those positions
for which they qualify. Gates prevent applications from being
made. In the case of inaccurate data, a detailer can override
any Gate and apply the Sailor for a position.

ELIGBILITY FLAGS. CMS/ID presents Eligibility Flags when a
Sailor’s distribution profile contains data that may nmake t hem
ineligible for a position. Flags do not prevent applications
from bei ng nade, however

TIP. QuickStarts for Sailors (Active Duty and Reserve), CCCs,
and command representatives help users rapidly engage CM5/ I D
(See NKO > Career Managenent > Navy Career Tools for current
versions.)

RECOMVENDED ACTION:  Using CM5/I D, CCCs are encouraged to neet
with individual Sailors, view available jobs, and di scuss the
Sailor’s career options and goals. Discussion should focus on
determ ning which jobs the Sailor is qualified for, which jobs the
Sailor wants to qualify for (and how the command can help the
Sail or becone qualified), and which jobs are a best nmatch for the
Sailor’ s career path.

COMVAND RANKI NG AND COMVENTS

1. CwvS/ 1D provides command | eadership with input to the

sel ection process. Using the COWAND Rol e, desi gnated command
representatives may view, rank and coment on incom ng Sail or
applications. This input helps detailers identify applicants
who best fit the unit’s requirenents and m ssion.

2. Commands wei gh m ssion requirenents, training requirenents,
and manni ng requirenents against the applicant’s career history
of training, qualifications, performnce marks, and so forth.

3. Commands determ ne whether the applicant is a good match for
the job and submt a rating of best to | east desirable.

Comments al so can conment on applications, providing anplifying
information, and include details such as a request that the
desired Sailor receive additional training en route. CMS/ID s
| ocated on the internet at https://ww.cnsid.navy.ml/. CMS/ID
al so may be | aunched from NKO and, eventually, via NKO at Sea.
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E.9. Navy elearning (Nel)

1. Delivers thousands of courses designed to enhance Sail or
pr of essi onal and personal growh. The elLearning catal og
contains approximately 8,000 courses in the connected
environnent (via internet) and approximately 4,000 in the

di sconnect ed environnment (via N APS).

2. In the internet environnment, the NeL honepage |links to
mandatory training (e.g., GMI, Information Awareness, etc.),
thus providing Sailors a listing and direct access to courses
they are required to conplete. On the N APS server, the NelL
honmepage provides lists of courses available (or not avail abl e)
on the ship or submari ne.

TIP. Wen underway, conpleting eLearning courses via the N APS
server is preferable, as it elimnates the tineouts and | ost
connections encountered when attenpting to conplete courses via
the internet.

| MPORTANT: NeL bookmarks are not synchroni zed between connect ed
and di sconnected environnents. Therefore, if you begin a course
in the connected environnment (internet), you nust conplete the
course in the connected environnent. |f you begin a course in

t he di sconnected environment (N APS), you nust conplete the
course in the disconnected environnent. Navy elLearning is

| aunched from NKO and NKO at Sea.

E. 10. Navy Credentialing OQoportunities Online (COQOL)

1. Supports Sailor career devel opnment by defining civilian
credentials that best map to a Sailor’s rating and training, and
then outlining the path, work, and experience required to
achieve them Navy COOL catal ogs and defines conprehensive

i nformati on on occupational credentials — including
certifications, qualifications, |licenses, apprenticeships, and
growt h opportunities — correlating wth every Navy rating, job,
and occupati on.

2. Many Sailors hold Navy qualifications and are perform ng
tasks for which equivalent civilian credentials exist. A good
exanple is the Navy's Information Systens Technician (IT)
rating. Many | Ts have been trained to perform conputer system
adm ni stration functions. These functions mrror those
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performed by civilians with commercial |icenses. Navy COOL
allows Sailors to obtain the sane civilian credentials by
providing the foll ow ng informtion:

a. “Howto” instructions for pursuing credentials.
b. Links to credentialing organizations.

c. Cross-references to prograns that may help Sail ors pay
for credentialing fees, such as the Navy’'s Credential s Program
O fice, Tuition Assistance, Montgonery G Bill, and the Defense
Activity for Non-Traditional Education Support (DANTES).

d. Links to the United Services MIlitary Apprenticeship
Program ( USVAP) .

e. Links to college information.

| NFORMATI ON PO NT:  The Navy will fund Credentiali ng Exam nation
fees for sone ratings. On 6 Septenber 2007, the Chief of Naval
Per sonnel authorized the use of appropriated funds to pay for
civilian license and certification exans, re-certifications, and
mai nt enance fees for Navy and Navy Reserve Sailors. On the Navy
COOL Wb site, a resource icon identifies a credential that has
been approved for Navy funding via a pre-paid voucher. Sailors
must neet Navy and credentialing agency eligibility
qualifications prior to submtting a Navy-funded credentialing
exam nation voucher request. The voucher covers the cost of the
exam nation, re-certification, or nmaintenance fee.

RECOVMENDED ACTI ON:  CCCs shoul d encourage Sailors to explore
Navy COOL to:

1. Obtain background information about civilian |licensure and
certification.

2. ldentify licenses and certifications relevant to Navy
ratings, jobs, and occupations.

3. Learn howto fill gaps between Navy training and experience
and civilian credentialing requirenents.

4. Learn about resources available to Sailors that can help
themgain civilian job credenti al s.
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5. Navy COOL is located on the Internet at
https://ww. cool .navy.m /. Navy COOL also is available from
NKO and NKO At Sea.

E.11. Navy Trai ni ng Managenent and Pl anni ng System ( NTMPS)

1. Conbines nultiple personnel, manpower and training
i nformati on databases into a single, integrated Data
War ehouse/ Operational Data Store (DWODS) for all |evels of
trai ni ng managenent and pl anni ng.
2. NITMPS is an unbrella programthat consists of a suite of
applications. Anpong others, the NTMPS suite includes the
fol | ow ng:
a. NTMPS (DW ODS)
b. Fleet Training Managenent and Pl anni ng System ( FLTMPS)

c. NTMPS Afl oat (NAFL) Datamart (U C-specific datamart
downl oaded and installed on the afloat N APS server)

d. Electronic Training Jacket (ETJ)

e. There are currently over forty source databases
integrated into the NTMPS DW ODS. Source dat abases famliar to
CCCs i ncl ude:

(1) Anmerican Counsel on Education (ACE)

(2) Navy Enlisted Personnel System (NES)

(3) Electronic Service Record (ESR

(4) Navy elLearning (NeL) transcripts

(5) Navy Col |l ege Managenent Information System (NCM S)
(6) Navy Departnent Awards Wb Syst em ( NDAWS)

(7) Navy Enlisted Advancenent System ( NEAS)

(8) Navy Enlisted O assification (NEC) codes
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(9) Non Resident Training Course (NRTC) conpletion data
(10) Oficer Personnel Information System (OPINS)

(11) Relational Adm nistrative Data Managenent (RADM
for shi pboard personnel

(12) United Services Mlitary Apprenticeship Program
( USMAP)

NOTE: The NTMPS Cient Server application was term nated on 30
Novenber 2007. Simlar functionality is now provided by FLTMPS.

E. 12. Navy Traini ng Managenent and Pl anni ng System ( NTVPS)
Af |l oat ( NAFL)

1. Applications installed on the NI APS server are kept up-to-
date via data transfer (inbound and out bound) between ship and
shore. Personnel data is provided by the NTMPS Afl oat ( NAFL)
Dat amart, which contains information used by CVS/ I D, Navy
eLearning, and the ETJ. It is very inportant for CCCs to
understand the foll ow ng:

2. The NAFL Datamart is U Cspecific and contains personnel
data only for crewrenbers permanently attached to the command.
The Datamart will include data for the primary UC, plus all
additional U Cs associated with the conmand. For exanple, all
U Cs conprising the Alr Wng attached to a CVN are included in
the NAFL Datamart that is replicated to the carrier’s N APS.

3. The personnel data provided for secondary U Cs, such as the
Alr Wng, is reflected in those Sail ors’ onboard Navy elLear ni ng
Transcri pt and ETJ.

4. However, Sailors assigned to secondary U Cs can NOT use
CVM5/IDin its current version (NIAPS 2.0), as the application
requires additional personnel data not provided by the NAFL
Dat amart .

5. Tenporary Additional Duty (TEMADD) personnel (including

t hose assigned to various detachnents) do not have information
in the NAFL Datamart and, therefore, will NOT be able to view
their Navy elLearning Transcripts or ETJ via NIAPS. The Datamart
is extracted from NTMPS once per week. As a result, personnel
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data di splayed by the various Navy Career Tools on N APS may not
be as current as data displayed ashore. Users can determ ne the
currency of their NAFL Datamart by referring to its “Build Date”
(see “Recommended Action” below.) The build date is when the

data was “frozen in tinme” and packaged for delivery to the ship.

| MPORTANT: It is possible that the tinme delay between the
Datamart’s build date and the date the file is replicated to the
ship will affect performance of CM5/ID Gates and Flags in the

Nl APS environment. In circunstances where a Sailor’s personne
informati on has recently changed (EFM status, security

cl earance, citizenship, nunber of dependents, etc.), career
counsel ors should communi cate directly with detailers on behal f
of the Sail or.

RECOMVENDED ACTI O\ Afl oat CCCs should nonitor the NAFL

Dat amart Build Date, found near the bottom of the N APS Navy
eLearning hone page. Periodicity should be within approxi mately
10 days. If the date is out of periodicity, work with the N APS
System Adm ni strator to have the current NAFL Dat amart

downl oaded to the NI APS server

NOTE: CCCs assigned to afloat units with CMS/ID installed wll
find detailed information in the “CV5/ 1D on NI APS User Cuide.”
The current version of the User Guide nmay be downl oaded fromthe
internet at NKO > Career Managenent > Navy Career

Tool s. El ectronic Trai ning Jacket (ETJ). The ETJ provides
Sailors a view of career information docunented in Navy

per sonnel databases, such as training and educati on
acconpl i shnments (including eLearning, NECs and col | ege courses),
qualifications and certifications, career history, advancenent
status, awards, etc. Accurate and current personal data ensures
Sailors are given credit for the hard work they have
acconplished. Additionally, accurate and up-to-date infornmation
ensures Sailors are properly represented to detail ers when
applying for jobs, being considered for Individual Augnentation,
bei ng considered for advancenent, or for selection to specia
progr amns.

RECOVMENDED ACTI ON: CCCs shoul d encourage Sailors to review
their ETJ regularly and submt corrections when necessary.

Direct Sailors to the ETJ)'s “Problens with your data?” hyperlink
to correct or update data displayed. This link provides

i nformati on on where personnel data is docunented and how to go
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about getting it updated or corrected. In other words, Sailors
can identify the authoritative database responsible for
accepting and docunenting Navy career data. The ETJ is | aunched
from NKO and NKO at Sea.

E. 13. Fleet Training Managenent and Pl anning System ( FLTMVPS).
An internet-based systemthat allows approved users the ability
to access many of the training, nmanpower and personnel reports
that were previously available in the NTMPS. FLTMPS coll ects
and integrates information fromnore than forty authoritative
dat abases, including the current status of manpower and training
readi ness, activity training requirenents and defici enci es,

cl ass conveni ng dates, avail able quotas, projected personnel
gains and | osses, and nore. For access to FLTMPS, submt an
online application at:

https://nt npsweb. nt nps. navy. ml/online app. FLTMPS is | ocated
on the internet at https//ntnpsweb.ntnps.navy. ml/fltnps.

E. 14. Support for Navy Career Tool Users

E.14.1. dobal Distance Support Center (GDSC). Provides help
and technical support for Sailors using Navy Career Tools. The
GDSC is available 24 hours a day, 7 days a week, 365 days a
year. A few exanples of when a Support Request should be sent
to the GDSC i nclude occasions when Sail ors are:

1. Unable to establish an NKO at Sea account.
2. Unable to | aunch a Navy elLearni ng course.
3. Unable to view the ETJ.
4. There are five nethods to request help.
a. By the Online Assist Request formvia the Anchor Desk:

(http://ww. anchordesk. navy. m | /fl eet support/request.nsf/request
?0penFor m

b. By the Afloat Support Request form via the DS portal on
t he NI APS server

c. By e-mail: hel p@nchordesk. navy. m| or
hel p@nchordesk. navy.sm|.m|.
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d. By Phone: <call 1-877-4-1-TOUCH or 1-877-418-6824;
outside Continental United States call DSN 510-4-2- TOUCH (510-
428-6824) .

e. By Naval Message: PLAD: ANCHOR DESK NORFOLK VA.

RECOVMENDED ACTI ON:  CCCs should report all issues, and
encourage Sailors to report all i1issues encountered when using
any Navy Career Tool. It is very inportant to docunent issues,
both for correction and tracking, and for future changes that
may el i m nate conmmon probl ens.

E.14.2. Information and Trai ni ng Resources

1. CCCs performa vital role supporting the career managenent
and devel opnent of Sailors. As the “subject matter expert” for
enlisted Navy careers, counselors nust devel op and maintain an
ext ensi ve knowl edge base that includes a range of manpower,
personnel, training and education prograns and poli cies.

2. In order to access and utilize Navy Career Tools, counselors
must gain a thorough understanding of the benefits and
capabilities provided by each application, and then comrunicate
t hat knowl edge to conmand and crew. Furthernore, counselors
assigned to ships nust understand how Navy Career Tools perform
in the NIAPS environnent, as conpared to the internet. Wile
this may appear overwhel mng, a variety of resources are
available to facilitate this effort.

E.14.2.1. Tutorials

1. Navy Career Tool tutorials for each application are designed
to support users in their various roles. For exanple, individua
tutorials for CM5/ 1D are targeted to the enlisted Sailor (Active
Duty or Reserve), CCC, and command representative. Furthernore,
unli ke a conventional elLearning course, the tutorials allow
Sailors to enter and exit at any place and tine. For exanple, a
Sailor may conplete the section on CM5S/ 1D one day, switch to the
ETJ on another, and then cone back to CM5/ID on a third.

2. Tutorials are located in both the connected (internet) and
di sconnected (NI APS) environnents:
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a. Internet: Fromthe NKO honepage, click “Career
Managenment > Navy Career Tools” and | ocate “Navy Career Tools —
Tutorials.” The internet version will always be the nost

current avail abl e.

b. N APS server: Depending on N APS version installed, may
be found in the Information Center, or on the Navy Career Tools
page. The N APS versions may be ol der than that avail able on
the internet.

E. 14.2.2. User Aids Help Sail ors Engage Navy Career Tools. A
variety of aids introduce Sailors to the Navy Career Tool suite.
Exanpl es of aids available to Sailors include QuickStarts,
Essenti al guides, POD notes, and nore. Current copies of Navy
Career Tool user aids may be downl oaded from NKO (internet). Go
to NKO > Career Managenent > Navy Career Tools > Navy Career
Tools - User Aids.

TIP. CCCs are encouraged to print and post in common areas or
use as handouts during command indoctrination, CDBs, and

i ndi vi dual Sailor counseling. Afloat CCCs are encouraged to
downl oad and post on the ship’s LAN or intranet for access by
al | hands.

E.14.2.3. Feedback. For nore information or to provide
f eedback regarding Navy Career Tools, please contact:
hel p@nchor desk. navy. m| or hel p@nchordesk. navy.sml.m|
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F.1. Fleet Rating ldentification Engi ne (Rl DE)

1. The Single Navy Cassification System Rating Identification
Engine (RIDE), is a custom Wb service derived fromthe

Fl eet RIDE systemto provide Sailor and recruit rating
qualification based upon a detail ed exam nation of the nental,
medi cal , and | egal and noral entry requirenments to each Navy
programirating. Wile this in itself has great value, it sits
upon an underlying framework based upon psychol ogi cal and
operations research nodels that provide statistically rel evant
predictors of the Sailor’s success in a newrating. This
provides a classifier, career counselor, or Sailor an easily
interpreted list of qualified jobs with ranked recommendati ons
as to the Sailor’s “fit” into their new career.

2. Fleet career counselors should use FleetRIDE to screen for
rating eligibility, counsel and guide first-termrated Sailors
to new career opportunities and rating conversions for Perform
To- Serve (PTS) and undesignated Sailors to qualify and apply for
Navy- Wde Advancenment Exanms and A- School requests. FleetR DE
provi des the best match of a Fleet Sailors’ qualifications and
aptitude to neet Navy rating entry requirenments for rating

assi gnnent and conver si ons.

F.2. The Career Counselor Role in FleetRIDE. Associated job
functions and tasks enable CCCs and departnent CCs to enter,
edit, qualify, and rank Sailor data to CREO jobs and REGA

openi ngs. Counselors can “Qualify” the Sailor to view
eligibility for any and all ratings, which maxi m zes the

i kel i hood of training success by matching an individual’s
specific cognitive abilities (nmeasured by ASVAB) to the specific
technical training requirenents of a job.

Rol e Assi gned Function
Conmmand Edits, qualifies, and ranks Sailor data to CREO
Car eer | obs
Counsel or Subm ts PTS applications and reviews their status

Defines departnments within responsi ble U C(s)

Creates departnmental career counsel or accounts

Assi gns departnental career counselors to U C/
Depart ment pairings

Dept Career Assists CCCs to enter, edit, qualify, and rank
Counsel or Sailor data to CREO jobs
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F. 3. | nt ernet Version of FleetRl DE

1. CCCs using the internet version of FleetRI DE have access to
the followng full functionality:

a. Login to FleetR DE

b. Use the Sailor Browser. The Sailor Browser is the
portal to Sailor data. Fromthe Sail or Browser, counselors view
and edit sailor details, view and add Counsel or notes and | ocate
a Sailor.

c. Qalify a Sailor.

(1) Counselors can use the Qualify option fromthe
Sailor Detail page to access a list of Qualified Jobs (eligible
ratings) for the specified sailor.

(2) The Qualified Jobs wi ndow provides filter, sort, and
print capabilities. Additionally, counselors can obtain and
review job cards, additional job requirenents, CREO information,
and conversion information.

2. Counselors can also use the Career Exploration Mdule (CEM
to show a Sailor why they are not qualified for a desired rating
and guide the Sailor to neet the requirenments, if possible.

F.4. Interface Wth Performto Serve (PTS). Counselors can now
submt a PTS Conversion or In-Rate Application directly from
FleetRIDE. |In addition, the PTS Application Browser shows the
status of all PTS applications submtted by Sailors in the
command. Counselors can find which applications have been
approved, rolled over, or rejected and identify those Sailors
who have been approved to reapply. Counselors can edit
applications submtted through FleetRIDE directly fromthis
browser and build and print status reports for individual
applications as well as for the entire comrand.

F.5. FleetRIDE and the Navy I nformation/ Application Product
Suite (NIAPS). The NI APS version 2.0 allows FleetRIDE to be
used by CCCs in a disconnected node, not reliant on the
internet, but with limted functionality.
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RECOMVENDED ACTI ON: CCCs shoul d conduct a mandatory Fl eet Rl DE
screen for every CDB, starting with Sailors reporting onboard.
CCCs are encouraged to use FleetRIDE to screen rated Sail ors,
di scuss conversion opportunities, and submt PTS applications
directly fromFleetRIDE. CCCs should al so screen undesi gnat ed
Sailors, discuss rating entry opportunities, and guide themto
apply for A-School or to take Navy-Wde Advancenents Exans, as
recomended by FleetRIDE and Sail or interest.

To request access to FleetRIDE call: (901) 874-2970/ DSN 882
To access the FleetRIDE Wb site go to
https://fleetride.sscno.nnti.navy. m |

F.6. Job Opportunities in the Navy (JON)

1. FleetRIDE gives Sailors (E6 and bel ow only) job opportunities
based on the eligibility, aptitude fit, and the needs of the Navy
(CREO. The JON piece adds the Sailor's interest in Navy jobs.
So, what does this nean? It allows CCCs to guide that Sailor in a
direction that may provide the best opportunities for advancenent
(CREO 1 ratings), the best FIT to successfully conplete training
(RIDE RANK), and now CCCs have a tool that allows this conbination
to add the Sailors interest (RIRDEfJON RANK). In summary, CCCs
know what the Sailor's opportunities are, and know what the Sail or
is interested in doing. This should allow CCCs to optim ze the
counsel i ng sessi ons.

2. Once the Sailor has conpleted the JON survey, they are
directed to report to their CCC for the results. The survey
results are automatically fed into FleetRRDE. JO N SURVEY URL:
https://join.sscno.nnti.navy.ml/.
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APPENDI X G
| NDI VI DUAL CAREER DEVELCPMENT PLAN (| CDP)

The ICDP is a part of the Career |Information Managenent
System (CIM5). It is the standard tenplate used to conduct
and docunent Career Devel opnent Boards (CDBs). The form
di splays the data fromthe Navy Standard I ntegrated
Personnel System (NSIPS) which is fed directly fromthe
Enlisted Master File (EMF). The I CDP al so contai ns:

1. Denographic date (EAOCS/ PRD/ TI R Educati on Level /PFA/etc.).
2. Current CDB dat a.
3. Goals and comments fromthe CDB (rmanual input).

4. Command | eadership comments after verification of the
CDB (manual input).

5. Comrents fromthe previous two CDB's (if conpleted).

G 1. Printing a Pre-populated I1CDP. Pre-printing the |CDP
prior to conducting a CDBis a tinme saver. The information
displayed is directly fromNSIPS which is fed directly from
t he EMF.

G 1.1. Opening the CDB to Print the | CDP

To print a blank ICDP you will need to do the follow ng:

1. Open a Career

o B E=M
*"a’_-,Nj_&,!I!P@J e Devel opnent

Personalize Content | Lavout Boar d ( C[B)
Menu 2 = on t he

Search: @ Sal I Or .

[ My Favarites 2. Enter the SSN

— Career Information Management

and then
click ok to
open the CDB.

— Career Developme:n

— Career Decisions % Open the CDB

— Correspondence Tracking
— Sponsor Assigniment

— Rating Conversion 3. Save the CDB
— LISMAP Infarmation .
— Career Counselor Manage Assign In a
— Individual Dept/Div Assighn “ H ”
— Mass Department CC Assign Pendl ng
— Mass Division CC Assign
[ Inguire st at us
I Calculators 4. Print the
[= Werify
> Certificates | CDP.
[ Forms
[> Repors
[+ Lists
[+ Electronic Service Record Ent er t he SSN and
[ wWarklist H
S click search.
[+ My Profile

— MESIPS Report Manager
— Change My Password
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Career Developmeaent
Enter any information you have and click Search.

‘f' Find an Existing Value %

Tracki . 7 ith
_—E—DQS e nriient Name: |begins with =]
— Rating Conversion ] T [ begins with ;“
— LISMAP Information
— Career Counselar

Manage Assign
— Indiwvidual DeptCriv

| search | | clear | pasic search Bl Sove Search criteriz

Assign B
— Mass Department ©C

Assign EmpllD is "SSN" throuhout CIMS
— Mass D an Co

MName search is always in CAPS

Enter the UIC (you can only access UIC's that
were on your original CIMS access requset)

Once you open the CDOB fill in the appropriate data.
;’mggg«g s |
[ Menu &

Search:
| e [ Career Development { CDBData
== Career Information
hWanagement | SSN: 7rrooaszo Name: purzaLan MAMUEL CARLD L RankRate{DKkz) Cuwrrent DSC: q10p |

= Llse
| ADSD: 0772552004 PRD: 12/31/2010 EAOQS: 05247200

= 2y [ prnent
— Career Decisions
— Correspondence
= Tﬁr;a;:;nor Assignrment Career Development Comments
— Rating Conversion . IZ_Q Reporing
— USMAP Information |
— Career Counselar a |1 2312006 EI
Manage Assign
— Individual Dept/Diy

Soft EAOS: 05/2452010 |

DIERF:

CREQVECMO: 2 PEBD: 07/25i2004

Assign
= Mas_s Department ©C
agsign Bl Save ELReturn to Search I Prevbustabl = Mest tak | Click on the "magnifying"” glass to
C bEmm Lt search for rates.
o Assign Career Development | DB Data
nguire
[ Galculators 1. CDB Type: "Z" is the default for all reporting CDBs.
[ Werify 2. CDB interview date can be equal to the report date but less than the 6 month date.
E E;r’:r']ﬂ;ates 3. CDB Interview Rank/Rate is the Sailors current rate or prospective rate if frocked or
[ Reports converting.
I> Lists 4. Leave the status block in "Pending” until the actual CDB has been completed.
[= Electronic Service Record
= Worklist
[ Repording Toals
[= Wiy Profile

— MSIES Report Manader
— Chandge hiv Password




ﬁmlm U

= Prusa

Once the header data is filled
| CDP data fields.

to the

> NSIPS
pons &

Search:
(€]

> My Favarites

= Careear Information
Management
= L

areer Decisions

— Correspondence
Tracking

— Sponsar Assignment

— Bating Conversion

— LISMAP Informmation

— Career Counselar
Manade Assign

— Individual DeptDiv
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inthis wll give you access

f{ Career Development H CDB Data \

| SSN: yyryonazzo

Hame: pUpnZaLaM MANUEL CARLO L RankRate: o<z Curremt BSC: q0p |

| ADSD: 07/25/2004 PRD: 12/3152010 EAOS: 05/24/2009 Soft EAOS: 05/24/2010 |

| creoEcmo: 2 PEBD: 07/25(2004 DIERF: |

DIEMS: 07/25/2004

| & pending ' Completed |

Career Development Comments

CDE Type: z o
IEIB.I’3EI.I’2EIEI? [=]

P53 L Report Date: 12/31/2008

Reporting

CDB Inmterview Date:

DEPT: DIv:

Assldn CDB Interview Rank/Rate:
— Mass Depatment CC g =
Assign ADWVANCEMENT/EDUCATION/QUALIFICATIONS
o bmss Duispa LG | NAVY KNOWIEDGE ONLINE
Assigh -
[ Inguire PHYSICAL FITNESS PROGRAM o
[ Calculators =
> Verify CAREER MANAGEMENT
> EEims = TRANSITION
> Reparts GOALS & COMMENTS
- Lists
[- Electronic Service Recard
I Wiorklist { 3)3 Save | | & Returnto Search | Previous tab | | =5 e tan |
[> Reporting Tools
= My Profile Career Development | CDB Data

— MEIPE Report Manager
— Change Wy Password

G1 2

1. Once you populate the CDB header information the ICDP data blocks will be
available.

2. Click on the green triangles to expand the sections.

3. You can populate as much as the data now and then click the "save" button and then
proceed to print out the ICDP. Once you save the record the ICDP data field will be
"grayed out”. To change the data you will have to re-open the CDB and modify as
necessary.

Steps to Printing the | CDP

Navi gat e back
| CDP (E1- E9).
| CDP.

Indiv Career Devalop E1-ES
Enitnr any infaemnation you hawe and click Soah

L e |
Eraich I Cina I Basic Beaich B Bave Beaich Crileria

to the CIMS menu and then click on “Fornms” and then
Click on “Add a New Val ue” and then nane your form

*No spaces are allowed in namng fornms or certificates.

I Ny E aoariig Indly Caregsr Davelop E1-ED
I Caraer ninnmatan
Manaparmant

I Uge

I Inguire

2

ﬁnsnps U

& Aeld a ew Valie |

b Calcatars
[ Varity

I Certbcales
= Foamns

Pregepenlion Chbkling i Walu | Add @ Maw Value

: I:.IHHUII OO2B4M
- Prsnparation Ghais Fina an Exting Value | Ada 8 tew Vaiue - Eedgpaalion Chklisl | 3. Name the Form.
YT LLA 4. Click "Add" to save.
[ RRpos 1. Run Control 1D is used to name Forms and o Elﬂm
b List Cerificates. You only need to name your Form Pl e e o
[+ Efetironic Berice Recoad and Certificate once. After that it's storred in |+ Gonaract Admaistiabon
:_'mmm “Find and Existing Value™ for future use. I:\;Hﬂﬂ:;l By
[+ Rbpaming Tanks 2 Click on Add a New Value. " ";PP'"M“’I'.'F %
1" Wy Prolie -
= HEFE Hep ot MALAAT (= Ehin ey P
Channe My Pagisnn
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After the formis naned this screen
W appears. Type in the SSN and hit
Py Coimal IE  cap Elepin Mangs ent el’ .

1)

e |

Y T TIT R
| DR FORMET ED Yy

COSesrdem | OO lberdem | Fams Comral e icdn REnor Manasts
IIJ.'u!m e Rt s e
1
1. 83N goes here. Click on the magintying glass or hit "enter” Enplis 777004830 O panzas AN MANLIEL CARLO L

e i o P OB Tyt CUEmren OB Gage it oo
1hiF [oss00 |Reporting IHN0eE | PE3 £04
q M 09600 |6 Munth neAn0oT | FE3 £04 )
Pl ace a check in the e
box and t hen pri nt form 1. Puta check in the box and the click on "Frint Form™.
A 5 7y Fwires % t
The next screen appears Stempiemo] fome] e L]
after you click “Print
Fornft.
\

/ Report List Y ServerList |

‘View Re|1-orts:|0peratc-r 'I Process Ty])e:ICrYstal Ll Refresh I@
Status: I 'I Last: |_1 IDays YI

Report List C ize | Find |view Al | B8 First (04 0 1 D Last

Process Name User D mﬁ Report Description Request Date/Time  Format Status Details View Report
Indiv Career Development 0871 9/2008 : -

NCIMCOOS CIMSCCC B01298 e P Acrobat (~pdf) Posted Details  view |

1. Click "refresh” until you see the yellow View box.

Report Detail
ReportID: 2750413 Process Instance: 01298 Messade Log

Cick to open
The | CDP form Name: MNCIMCODE Process Type: Crystal

Run Status:  Success . . n n :
Click the file with the ".PDF" extension.
Indiv Career Development E-6

Distribution Details

Distribution Node: RHEDA Expiration Date: DBr2E2008
Name File Size (hytes) Datetime Created
CRW MCIMCO08 01298 10 0 0892008 4:14:40.000000PM COT
MCIMCO08 601398 POF 1 62 860 08192008 4:14:40.000000PM COT
pssaltrace fre 484 08M19/2008 4:14:40.000000PM COT
Distribution ID Type 'Distribution ID
Uzar CIMSCCC
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DEPT: |

DIV:

Report Date:

‘ADSD:

EAOS:

PRD:

ADVANCEMENT / EDUCATION / QUALIFICATIONS

Advancement Timeline

E2: E3:

E4.

Recommended for Retention:

Date Advanced

E2: E3:

Recommended for Next Paygrade:

BMR Estimated Completion:

MILREQ Estimated Completion:

Advancement Requirements

BMR Actual Completion:

MILREQ Actual Completion:

Rate Training Manuals

‘ USMAP Enrolled:

Education Level:

Command PQS DC: Level: 3M: Level:
Watches:

Warfare Qualification Status Designator: ‘ Start Date: ‘ Estimated Completion:

NAVY KNOWLEDGE ONLINE

NKO Portal Registration: ‘ Tutorial: ‘ Learning Center:

Navy E Learning/NETg

Finance MyPay Login: ‘ TSP: ‘ Remarks:

Health & Wellness Remarks:

5 Vector Model (5VM) Orientation: ‘ Sea Warrior Tutorial: ‘ Career Progress:

PHYSICAL FITNESS PROGRAM

1. - -

2. - -

PRT Data

3. - -

4. - -

@ N O

Personal Goals Set:
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CAREER MANAGEMENT
Professional Growth Policies
Perform To Serve (PTS) Policy Fleet RIDE Qual Date: ‘ PTS Last Reviewed: Status:

JASS Career Management System (JCMS)

Duty Preference Update:

‘ Personal Information Update:

Application Submitted:

PCS Orders

Orders Received:

‘ Welcome Aboard Package / Message Received:

ARGUS Date:

TRANSITION

DD 2648 & Individual Transition Plan (ITP)

Date Signed:

‘ ITP Requested:

Scheduled TAP Date:

Reserve Affiliation

USNR Recruiter Contacted:

Family Relocation Assistance

Personal Property

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::
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COVVAND NANME
| NDI VI DUAL CAREER DEVELOPMENT PLAN (1 CDP) FOR E4 - E6
DEPT: ‘ DIV: Report Date: ‘ ADSD: ‘ EAOS: PRD:
ADVANCEMENT / EDUCATION / QUALIFICATIONS
Advancement Timeline E4: ES5: E6: (Board Package Submitted: ) ‘ Service Record / CD Reviewed:
Leadership Training Continuum E4: ES5: E6:
Date Advanced E4: E5: E6: Recommended: Next Paygrade: Retention:
Examination Participation # of Times Taken: # of Times PNA: # of Times Failed: # of Times Board Eligible:
Education Level: USMAP Enrolled:
Command PQS DC: Level: ‘ 3M: Level:
Watches:
Warfare Qualification Status Designator: ‘ Start Date: Estimated Completion:

NAVY KNOWLEDGE ONLINE

‘ Tutorial:

‘ Learning Center:

NKO Portal Registration:

Navy E Learning/NETg

Finance MyPay Login: ‘ TSP: ‘ Remarks:

Health & Wellness Remarks:

5 Vector Model (5VM) Orientation: ‘ Sea Warrior Tutorial: Career Progress:

PHYSICAL FITNESS PROGRAM

1.

PRT Data

2.

3.

4.

© I Njo o

Personal Goals Set:
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CAREER MANAGEMENT
Reenlistment Intentions
Perform To Serve (PTS) Policy Fleet RIDE Qual Date: PTS Last Reviewed: Status:
Special Program Interests
JASS Career Management System (JCMS) Duty Preference Update: Personal Information Update: Application Submitted:
PCS Orders Orders Received: Welcome Aboard Package / Message Received: ARGUS Date:
TRANSITION
DD 2648 & Individual Transition Plan (ITP) Date Signed: ITP Requested: Scheduled TAP Date:
Reserve Affiliation USNR Recruiter Contacted:
Family Relocation Assistance
Personal Property
Fleet Reserve Application Submitted: Fleet Reserve Date:

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::
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COVVAND NANME
| NDI VI DUAL CAREER DEVELOPMENT PLAN (1 CDP) FOR E7 — E9

DEPT: ‘ DIV: ‘ Report Date: ‘ ADSD: ‘ EAOS: PRD:
ADVANCEMENT / EDUCATION / QUALIFICATIONS
Advancement Timeline ES8: ‘ E9: Recommended for Retention:
Leadership Training Continuum E7: Recommended for Next Paygrade:
Date Advanced E7: ‘ ES8: E9:
Selection Boards Service Record / CD Reviewed: Package Submitted: ‘ Remarks:

Level: USMAP Enrolled:
Education Degree Working Toward: Date Started:

DC: Level: ‘ 3M: Level:
Command PQS Watches:
Warfare Qualification Status Designator: Start Date: Estimated Completion:
NAVY KNOWLEDGE ONLINE
NKO Portal Registration: ‘ Learning Center:
Navy E Learning/NETg
Finance TSP: ‘ Investments:
Health & Wellness Remarks:
5 Vector Model (5VM) Career Progress:
PHYSICAL FITNESS PROGRAM

1. - - 5. - -
PRT Data 2 - - °. - -

3. - - 7. - -

4. - - 8. - -

Personal Goals Set:
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CAREER MANAGEMENT
Reenlistment Intentions
Special Programs SEA: ‘ LDO: CWO: CMC:

JASS Career Management System (JCMS)

Duty Preference Update:

‘ Personal Information Update:

Application Submitted:

PCS Orders

Orders Received:

Welcome Aboard Package / Message Received:

ARGUS Date:

TRANSITION

DD 2648 & Individual Transition Plan (ITP)

Date Signed:

ITP Requested:

Scheduled TAP Date:

Family Relocation Assistance

Personal Property

Fleet Reserve / Retirement

Application Submitted:

Fleet Reserve / Retirement Date:

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::

Notes from the CDB held on

Short Term Goals:
Long Term Goals:
Board Comments:
COMMENTS::
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